
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 1 of3
Command:

Moronqo Basin
Division:
lnland

Number

870
Evaluated by:

Serqeant J. Arnswald, #11974
Date:

01t05t2009
Assisted by: Date:

ññril-; ;;;;"-o-r;;;."*.;ñ;;;;il;";;u rìi"ìn-,,"-"-,-roì** o"'-o__"'"0;;ññ;;--
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection' box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

n Division Level flCommand Level

n Executive Otfice Level I Voluntary Self-lnspection

Lead lnspector's Signature:

*(ç

Follow-up Required:
I Yes I trto I Follow-up lnspection

Date:

,lJtn
For applicable policy, refer to: HPM 1 1.2, Chapter 7

t

1. Are participants in the procurement process at the
command level familiar with the related policies and
procedures for purchasing?

X yes nruo nun Remarks:

2. Have Approvers/reviewers of purchases received
procurement training? X Yes ENo nrun Remarks:

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

. Supplies for personally - owned equipment

. Commodities for personal use

. Confirming order

. Purchases via the internet

n Yes X f,¡o n ¡¡n Remarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

I Yes [] tlo nrun Remarks:

5. ls all required information entered on the CHP 43,
Purchase Requisition? X Yes n ¡¡o Irun Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

I Yes f] trlo nrun Remarks:

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

n yes I t'lo X ¡ln Remarks:Have not had to utilize
expedited requests for the purchase
of goods.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals? X Yes nruo n ¡rn Remarks:

9. Are the CHP 43, Purchase Requisitions,
competitively bid? X ves n ¡¡o nrun Remarks:

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations? X Yes E l.lo n ruln Remarks:

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or modeljustified and in compliance with SAM
3555?

n Yes nuo Xvn Remarks:Only make purchases with
a vendor or contract.

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.3?

! Yes nruo X ruln Remarks:Same as above

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

n Yes n ¡lo Xrun Remarks: Same as above

14. Are items checked immediately for content and
damage when delivered? X Yes nNo fl N/A Remarks:

15. ls the "received copy" of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes nuo nrun Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

X Yes fl No n N/A Remarks:

17. ls FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

I Yes nruo fl N/A Remarks:

18. ls the original"received copy" retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes fl ruo n ¡¡n Remarks:

19. Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

X Yes []No nrun Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Gommand Procurements
Purchases

20. ls Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

I Yes nruo nrun Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes fl tlo nrun Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 11, Topic 4)

X Yes ENo nrun Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol ll Ch. 2, Topic 11)

X Yes ENo Erun Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
lPublic Contracts Code Section 10329)

E Yes X trlo [ ruin Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Moronoo Basin
Division:

lnland
Chapter:
a

lnspected by:

J. Arnswald. 11974
Date:

01/05/09

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identifìed deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION

n Division Level X Command Level

n Executive Office Level

n Corrective Act¡on Plan lncluded

I Appeal lncluded

n Attachments lncluded

Follow-up Required:

nves Xruo

Forward to:

Due Date:

Commander's Signature:

a3--
Inspector's Comments Reoarding lnnovative Practices:

The Area utilized standard practices as they apply to this Chapter lnspection. No innovative practices
were noted.

Command Su s for Statewide lmprovement:

No suggestions for Statewide improvement were obtained.

ln s Findinqs:

This Chapter Inspection revealed Morongo Basin Area conducts and documents Command
P rocu rements/Purchases w¡th in policy.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNI/\ HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPÏIONS DOCUMENT

Page 3

uommano:
Morongo Basin

D¡vision:

lnland
Chapter
3

C(

lnspected by:

J. Arnswald, 11974 01/05/09

I RevieMDecision: ïhis shalt be the only level of

'-"r0,'*"ffiiat Date:

t"lo7
ResOondin$/Commande/s Signature (for appeal): Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1 o12

Command:

Moronqo Basin
Division:

lnland
Number

810
Evaluated by:

Seroeant J. Arnswald. 11974
Date:

01/05/09
Assisted by: Date:

:::::::::::::::::::-:::::::::::::::---
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deflciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficíencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

n Division Level flCommand Level

n Executive Office Level I Voluntary Self-lnspection

Follow-up Required:
l-l Yes RI ruo

Ll Follow-up lnspection Date: \
rlr\c1

For applicable policy, refer to: HPM 11.2, Chapter 3
rl

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
lnterest Statement, Emplovee, form?

X Yes E t¡o fl N/A Remarks:

2. Are STD. 21 Drug Free Workplace certifications
maintained within the CalCard command file for
each vendor utilized?

I Yes nNo nrun Remarks:

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

X Yes n ¡lo nrun Remarks:

4. Are California lntegrated Waste Management Board
Form 74 documents maintained for each vendor
utilized?

I Yes nruo X ruln Remarks:This document would be
retained at HQ due to state contract
for paper purchases.

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

X Yes I ¡to EruN Remarks:

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

X Yes ! l,¡o Xun Remarks:Not utilized.

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? n Yes X tlo nrun Remarks:

L Does the CHP 317 Cal Card Log fully describe the
purchase? X Yes n ¡¡o nrun Remarks:

9. Are bank statements reconciled with the CHP 317
CalCard Log and the receipts/invoices? X Yes ENo Erun Remarks:
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STATE OF CALIFORNIA

' DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

10. ls the CHP 317 Cal Card Log properly authorized
and maintained? I Yes n ¡lo nun Remarks:

11. Are credit invoices/receipts for returned items
maintained with the bank statement? X Yes nno nrun Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

X ves nNo fl N/A Remarks:

13. Are Cal Cards maintained in a secure area?
X Yes l-l trto l-l r'yR Remarks:

14. Are Cal Card purchases pre-approved by the
commander? X Yes nruo Erun Remarks:

15. Have allcardholders received training on the
Department's procurement processes? X Yes nruo !run Remarks:

16. Are item(s) purchased with the Cal Card prohibited
by departmental policy? n Yes Xruo n ruln Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fon¡rard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal fìndings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION

n Division Level X Command Level

E Executive Otfice Level

n Corrective Action Plan lncluded

n Appeal lncluded

n Attacnments lncluded

Follow-up Required:

nves nruo

Forward to:

Due Date:

Gommander's Signature:

-r"ìÉ---
Date:

'lrln
Oháptér lnSÉection:

lnspector's Comments Reqardinq lnnovative Practices:

Morongo Basin Area utilized standard practices as they apply this Chapter lnspection. No innovative
pract¡ces were noted.

Command Suooestions for Statewide lmprovement:

No suggestions for Statewide improvement were obtained,

lns s Findi

This Chapter lnspection revealed Morongo Basin Area conducts and documents Command
Procurements within policy.

CHP 6804 (Rev 09-08) OPI 010



SÏATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

I Review/Decision: ïhis shatl be the only tevel of

Lead lnsnector's Sionature:
(+Ìíç* U

Date:

I T=(ìí
Responding Cflmmande/s Signature (for appeal): Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1of4

Command:
Moronoo Basin

Division:

lnland
Number:

870
Evaluated by:

Seroeant J. Arnswald. 11974
Date:

01/05/09
Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No' answers, or flll in the blanks as indicated. Any discrepancies with policy'

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

discrepancieé and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

TYPE OF INSPECTION

D Division Level n command Level

fl Executive Office Level X Voluntary Self-lnspection

Lead lnspector's Signature:

,l(
Follow-up Required:
f-l Yes K ltlo

n Follow-up lnspection domma nder's S iq natu re:l3- Date:

rlJor
For applicable policy, refer to: HPM 1 1.1, Chapter 22

¿t
1. ls a CHP 78 Contract Request used to initiate all

service contracts which are repetitive, regardless of
the estimated dollar value?

X Yes nruo n N/A Remarks:

2. ls a CHP 78 Contract Request used for one-time
services exceeding $4,999.99? n Yes nuo x N/A Remarks:

3. ls the Office of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract pavable listed on the CHP 78?

n ves ! tto X uln Remarks: All contracts originate at
HQ

4. ls the performance of contract services monitored
and documented? X Yes nNo n ruln Remarks:

5. Are all copies of correspondence with the vendor
maintained? X Yes n ¡lo nrun Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

X Yes []ruo fl N/A Remarks:

7. ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

X Yes f] trlo nun Remarks:

B. Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 1 1.1,

Chapter 22, before foruvarding the CHP 78 or CHP
78A?

n Yes nruo X N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFWAY PATROL

COMMAND INSPEGTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner,'Staff, for
expedited processing?

n Yes nNo X u¡n Remarks:

'10. ls allwork completed and accepted by the
Department before expiration of contract agreement? X Yes nNo n ¡ln Remarks:

1 1. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9., review
progress reports and interim products)?

X Yes E ¡lo n ruln Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes nruo n N/A Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract

X Yes n ¡lo nrun Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes nruo n ru¡n Remarks:

15. ls the final invoice identified and approved, as
appropriate and fonruarded to Fiscal Management
Section for payment?

X Yes nruo n Nln Remarks:

16. Are all applicable form sections of the CHP 78
completed? X Yes n ¡¡o Erun Remarks:

17 . Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

E Yes nNo Xvn Remarks:

18. Are allemployees associated with the management
of a contract completing the CHP 7BS, Conflict of
lnterest Statement, Employee, form?

X Yes n ¡¡o n uln Remarks:

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

X Yes E ¡to nrun Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%? l-'lYes l-'l t,lo XruN Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract amendment request
more than one year? n Yes ENo Xnn Remarks:

22. Are amendments requested before the expiration of
the original contract? n Yes nNo Xrun Remarks:

23. ls a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rentalwhich is expected to exceed $4,999.99 in

totalcost?

! Yes n ¡lo Xvn Remarks:

24. Do conference room rentalcosts exceeding the $500
per day limit have pre-approvalfrom Assistant
Commissioner, Statf?

n Yes nNo X N/A Remarks:

25. Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) finqerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) JanitorialServices
(5) Consult¡ng Services

n ves n ¡lo Xrun Remarks:None of the services apply.

26 ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Ma¡ntenance and Repair
(3) Carpet lnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(8) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Condit¡oning Service
(l'1) Laundry/Linen Service
(12) Office Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Serviees
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)unintenuptible Power Supply Maintenance and Repair

fl Yes nruo X ruln Remarks:None of the personnel listed
have been utilized for 30 daYs or
longer.
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STATE OFCALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIjWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Gommand Procurements
Contracts

27. Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

n Yes E trlo Xun Remarks:

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regardíng the contractor or the contractor' s
personnel)?

n Yes nruo Xrun Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

X Yes nNo []vn Remarks:

30. ls a log sheet maintained for a diary of activities
related to the contract? n Yes X trto fl N/A Remarks:

31. ls a computer file prepared for all contracts
administered? n Yes nruo Xrun Remarks:

32. ls a spreadsheet prepared listing allexpenditures?
n Yes nNo Xrun Remarks:

33. ls the notification to the contractor documented for
the start date for services to begin? ! Yes nruo X N/A Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

! Yes fl No X ruln Remarks:

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02.1)

n Yes n ¡lo X N/A Remarks:

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3.02.5)

n Yes n ¡¡o x N/A Remarks:

37. Does Contract work only begin after approval of the
finalcontract? (SCM Vol. 1, Ch.4, Section 4.09) I Yes n ¡¡o []vn Remarks:

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personalservice contracts? (GC 19130 & SCM Vol. I,

Ch. 7, Section 7.05)

n Yes ! ¡to X r.¡n Remarks:

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. I

Ch. 4, Section 4.09)
n Yes X tto fl N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fonryard to:" enter the nexf level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

lnspected by;

Sergeant J. Arnswald,

TYPE OF INSPECTION

n Division Level X Command Level

n Executive Office Level

n Corrective Action Plan lncluded

n Appeal lncluded

n Attachments lncluded

Follow-up Required:

n Yes El tlo

Forward to:

Due Date:

Commander's Signature:

,lls-
Date:

\ -í' t'\

lnspector's Comments Reqardinq lnnovative Practices:

Morongo Basin Area utilized standard practices as they apply this Chapter lnspection. No innovative
practices were noted.

Command stions for Statewide I

No suggestions for Statewide improvement were obtained.

I s Findinqs:

This Chapter lnspection revealed Morongo Basin Area conducts and documents Command
Procurements/Contracts with in policy.

CHP 6804 (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

(This shatt be the onty tevet of a

Date:

0 jli-0"
Re$lond ing Commander's Sig nature (for appea l) :

'/
Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 1of 2

uommano:

Moronqo Basin
D¡V¡Sion:

lnland
Number;

870
Evaluated by:

Serqeant B. Green, #10311
Date:

01/05/2009
Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

discrepancieé and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

TYPE OF INSPECTION

n Division Level n Command Level

n Executive Offlce Level I Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:
l-l Yes X ruo

n Follow-up lnspection C o rnrhetdJr's S ¡g n atu re

l.l.)--
Date:

r ls- rrÍ

For applicable policy, refer to: HPM 1 1 .1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? n Yes X tto fl N/A Remarks:

2. Does all X Number file documentation contain the
STD. 204 Payee Data Record? X Yes !No fl rurn Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approval from the Business
Services Section commander?

n Yes n ¡lo X ruln Remarks: Do not use X-numbers
because we have a janitor and
landscape contract on file.

4. Are X Number requests made prior to the date the
services are performed? X Yes n ¡¡o fl N/A Remarks:

5. Are X Numbers issued for a one-time use?
X Yes l-ì trto ll run Remarks:

6. Are prohibited services performed using an X
Number? E Yes X l,to nrun Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? [] Yes nuo E ruln Remarks:

8. Are X Numbers issued for telecommunications
related services pre-approved by
Telecomm unications Section?

X Yes nruo fl N/A Remarks:

9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000
have prior approval from Facilities Section?

X ves nruo nrun Remarks:

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissioner?

X Yes nruo ff N/A Remarks:

CHP 680E (Rev 0948) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11. Do all X Numbers awarded to a non-small business
vendor contain three price quotations? X Yes nuo n ru¡n Remarks:

12. Do all X Numbers awarded to a small business
vendor contain the small business certification from
the Department of General Services (DGS)?

I Yes nruo nrun Remarks:

13. Does the file documentation contain the STD. 21
Drug Free workplace certification for X Number
vendors?

X Yes nruo nrun Remarks:

14. Do emergency service X Numbers document and
justify the emergency? [l Yes n ¡¡o fl N/A Remarks:

15. ls the itemized invoice for each X Number service
maintained in the command's files? I Yes nruo nrun Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIìWAY PATROL

GOMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

INSTRUCTIONS; This document shall be typed. Check appropriate boxes as necessary, 
", 

nll ¡"i-"-¡i"ìf,.ã;;;;";;;; ;;r^
number of the inspection in the Chapter lnspection number. Under "Fonryard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identifìed deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

uommand:

Moronoo Basin
Division:

lnland
Chapter:

3
lnspected by:

Seroeant B. Green. #10311
Date:

0110512009

TYPE OF INSPECTION

I Division Level X Command Level

n Executive Office Level

n Corrective Action Plan lncluded

n Appeal lncluded

n Attachments lncluded

Follow-up Required:

n yes X trlo

Forward to:

Due Date:

Chàpter Inspectión

Insþector's Comments Reqardinq lnnovative Practices:

The Area utilized standard practices as they apply to thís Chapter lnspection. No innovative practices
were noted.

Command Su for Statewide I ent:

No suggestions for Statewide improvement were obtained.

ln 's Findi

This Chapter lnspection revealed that the Morongo Basin Area conducts and documents Command
Procurements/X-Number Program within policy. A physical inspection of a sample of records kept on
file verified that allwere within policy and contained required/relevant information.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

Moronqo Basin
Division:

lnland
Chapter:

3
lnspected by:

Sergeant B. Green, #10311
Date:

01t05t2009

I Review/Decision: ffhis shatt be the onlv tevel of

Date:)-{"flq
Respoftding Commander's Signature (for appeal): Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 1 of 3

Command:
Arrowhead Area

Div¡s¡on:
lnland

Number:
865

Evaluated by:
Lt. R. Sanders

Date:
01-06-2009

Assisted by:

D. Biggs & P. Ross
Date:

01 -06-2009

INSTRUCTIONS: Answer individual items with "Yes" or uNo" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

discrepancieã and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
eficient items need to be re-inspected.

TYPE OF INSPECTION

n Division Level X Command Level

E Executive Office Level I Voluntary Self-lnspection

Lead lnspecto/s Signature:

a
¿-2i\ L r\ a',n,'.., n n ---

Follow-up Required:
Ll ves X ruo I Follow-up lnspection

Commgnd.eds Signatgç:

2l ñr-cL'\^
Date: ^

\,fl o\
For applicable policy, refer to: HPM 1 1.2, Chapter 7

1. Are participants in the procurement process at the
command level familiar with the related policies and
procedures for purchasing?

X Yes nNo n N/A Remarks:

2. Have Approvers/reviewers of purchases received
procurement training? X Yes nNo n ¡¡n Remarks:

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

. Supplies for personally - owned equipment

. Commodities for personal use

. Confirming order

. Purchases via the internet

n Yes X ¡lo Erun Remarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

X Yes nNo I N/A Remarks:

5. ls all required information entered on the CHP 43,
Purchase Requisition? X Yes fl t'to fl N/A Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscalyear (July 1)?

I Yes fl tlo fl N/A Remarks:

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
aooroval?

n Yes ENo x N/A Remarks:

8. Do specialized items purchased contain the
aoorooriate Division. and/or OPI approvals? X Yes l-l tllo l-l N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

9. Are the CHP 43, Purchase Requisitions,
competitively bid? X Yes I l,¡o E ¡¡N Remarks:

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations? X Yes [] ¡lo Erun Remarks:

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or modeljustifïed and in compliance with SAM
3555?

n Yes nruo Xrun Remarks:

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.3?

n Yes fl ruo X ru¡n Remarks:

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Gorrective
Action Plan documents?

I Yes nruo Xrun Remarks: Not allowed.

14. Are items checked immediately for content and
damage when delivered? X Yes E trlo n ruin Remarks:

15. ls the "received copy" of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three buslness days of receipt, if all items are
accepted?

X Yes nruo []run Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

I Yes f] Irlo n N/A Remarks:

17. ls FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

[l Yes ! Irlo n ru¡n Remarks:

18. ls the original"received copy" retained by the
command for completion and forwarding to the FMS
when the comolete shioment is received?

I Yes nruo Erun Remarks:

19. Are Damaqed items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

! Yes E trto Xrun Remarks:

20. ls Purchasing Services Unit (PSU) notified
immediatelv bv telephone, followed in writinq either l-l Yes ! ¡lo XruN Remafts:

CHP 68oC (Rev o9{8) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-M/AY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 3 of3

by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

21. Are open purchase orders períodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes nNo nrun Remarks: PDR books. Phyllis Ross
followed up with Rosetta Morales.

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 11, Topic 4)

I Yes !No n N/A Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol ll Ch. 2, Topic 1 1)

X Yes E l,lo fl N/A Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Publíc Contracts Code Sectíon 10329)

flYes Xruo n ru¡n Remafts:

Purchase Requisitions were rev¡ewed and found to be processed correctly.
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DEPARTMENT OF CAUFORNIA HIGI-ÍI/\/AY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION

f] Division Level X Command Level

fl Executive Office Level

n Corrective Action Plan lncluded

n Appeal lncluded

n Attachments lncluded

Follow-up Required:

! Yes X tto

Forward to:
lnland Division,

Due Date: 1211512008

Commander

?L
Date:

01 -08-2009

Chapter lnspection: Chaoter 3 Command Procurement Contracts-Purchases

lnspector's Comments Reqardínq lnnovative Practices:

(none)

Command Su for Statewide Improvement:

s Findinos:

#21 Are open purchase orders periodically reviewed and investigated to ensure the orders are not
opened for an unreasonable length of time? Yes PDR books Phyllis contacted Rosetta Morales and
cancelled order that was not received. Additionally, ATll Biggs contacted contracts management
regarding a mower that was never procured.

All rchases a to be within

RevieMDecision: Íhis shatt be the onlv levet of

Leacf lnggéctofs SigìAtuÈF.\ I

dlòû,\.aL'- .

Date:

l^l'07
Responding Commander's Signature (for appeal): Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1 o12

Command:
lnland Division

Division:
lnland

Number:
865

Lt. R. Sanders
Date:

01-06-2009
Assisted by:

P. Ross/D. Bioos
Date:

01-06-2009

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or delTciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

discrepancieõ and/or deficíencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-i

TYPE OF INSPECTION

n Division Level X Command Level

E Executive Office Level I Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:
l-l Yes X l,lo

[_J Follow-up lnspection Commander's Sionature:

Ð'r- -t tors.^-
Date:
01 -08-2009"

For applícabfe policy, refer to: HPM 1L2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
lnterest Statement, Employee, form?

X ves nruo fl N/A Remarks : Completed 1-7-09

2. Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

X yes nruo Iun Remarks:

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

X Yes nruo E nln Remarks

4. Are California lntegrated Waste Management Board
Form 74 documents maintained for each vendor
utilized?

X Yes n ¡¡o [ ru¡n Remarks:

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

X Yes nNo nnn Remarks:

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

X Yes nruo !vn Remarks:

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? n Yes XNo fl rurn Remarks:

B. Does the CHP 317 Cal Card Log fully describe the
purchase? I Yes nNo D ru¡n Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? X Yes nruo nNn Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-M/AY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

10. ls the CHP 317 CalCard Log properly authorized
and maintained? fi Yes [ ¡lo []run Remarks:

1 1. Are credit invoices/receipts for returned items
maintained with the bank statement? X Yes I f,¡o n N/A Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

X Yes nruo nrun Remarks:

13. Are CalCards maintained in a secure area?
Xl Yes nruo l-l ru¡n Remarks:

14. Are GalCard purchases pre-approved by the
commander? X Yes nruo D N/A Remarks: Pre-approval provided in

person, by phone, or e-mail and
signed as soon as possible by
Commander or Alt.

15. Have all cardholders received training on the
Department's procurement processes? X Yes nruo fl N/A Remarks:

16. Are item(s) purchased with the CalCard prohibited
by departmental policy? I Yes X tto nrun Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

n Gorrective Action Plan lncluded

n Appeal lncluded

E Attachments lncluded

TYPE OF INSPECTION

n Division Level X Command Level

! Executive Office Level

Date:

01-08-2009

Fonrvard to:
lnland Division

Commander's Signature:

G't àa*lr**-

Follow-up Required:

fl Yes X l.lo

s Comments Reoardino lnnovative Practices:

(none)

Command for Statewide lmprovement:

(none)

s Findi

#1: Are allemployees associated with the use of the Cal-Card program completing the CHP 78S Conflict
of lnterest Statement, Employee, form? Not previously. Corrective step taken 1-7-09.

ReviedDecision: ffhis shall be the onlv level of

Date:

t-A -oQ
Responding Commandeis Signature (for appeal): Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 1of 2

Command:

Arrowhead Area
Division:

lnland
Number:

865
Evaluated by:

Lt. R. L. Sanders
Date:

01/06/2009
Assisted by:

OSI Phyllis Ross
Date:

01/06/2009

TYPE OF INSPECTION

I Division Level X Command Level

E Executive office Level fi Voluntary Self-lnspection

Lead lnspector's Signature:

dJL Cfu

Follow-up Required:
l-l Yes X rrlo

n Follow-up lnspection Commander'qSig nature:

Et S^^Á"^
Date:

\ -Q2'o1

For applicable policy, refer to: HPM 1 1.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? n Yes XNo E ¡¡n Remarks:

2. Does all X Number file documentation contain the
STD. 204 Payee Data Record? X Yes ENo nrun Remarks: New vendors suPPlied onlY

3. Do X Numbers requiring a contract (i.e', janitorial or
landscaping) have prior approvalfrom the Business
Services Section commander?

n Yes fl No x N/A Remarks:

4. Are X Number requests made prior to the date the
services are Performed? X Yes nNo nun Remarks:

5. Are X Numbers issued for a one-time use?
lX Yes l-l uo N N/A Remarks:

6. Are prohibited services performed using an X
Number? n Yes XNo n ruln Remarks:

t Are X Numbers used for the procurement of a
service and not the purchase of a commodity? X Yes nNo nrun Remarks:

8. Are X Numbers issued for telecommunications
related services Pre-aPProved bY

Telecommu nications Section?
n Yes ENo xun Remarks:.

9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000
have prior approval from Facilities Section?

EJves lNo i- truR Remarks: 7Vu*g trdo

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissioner?

E Yes E trto Xrun Remarks:
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STATE OF CAU'O**A
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPEGTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 2of2

11. Do all X Numbers awarded to a non-small business
vendor contain three price quotations? n Yes XNo fl N/A Remarks: insufficient vendors

available or willing to respond to area.

12. Do all X Numbers awarded to a small business
vendor contain the small business certification from
the Department of General Services (DGS)?

flYes X ¡lo n nln Remarks: one small business vendor
used. However, no certification form
attached.

13. Does the file documentation contain the STD. 21

Drug Free workplace certification for X Number
vendors?

X Yes !No Erun Remarks: lf a coPY is received, Yes

14. Do emergency service X Numbers document and
justify the emergencY? X Yes fl No fl N/A Remarks: emergency Plumbing water

leaks.

15. ls the itemized invoice for each X Number service
maintained in the command's files? X Yes !No fl N/A Remarks:

Af l X numbers for 07tOï and 08/09 were reviewed and followed policy;
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STATE OF CALIFORNIA
DEPARTMENT OF CAUFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fonvard to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewíde

improvement, identified deficiencies, corrective aclion plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION

n Division Level X Gommand Level

I Executive Office Level

n Corrective Action Plan lncluded

! Appeal lncluded

n nttachments lncluded

Follow-up Required:

fl Yes X tlo

Forward to:
lnland Division

Due Date: 1211512008

Commander's Signature:

.4. 't ?\n"ír.

Date:

01 -08-2009

Chaoter I nsoection: Chaoter 3 Command Procurement Contracts-X-Numbers

lnsoector's Comments Reoardinq lnnovative Practices:

(none)

Command ions for Statewide I

Findinos:

#11 Do atl X Numbers awarded to a sma¡l business vendor conta¡n three price quotations? No. When
other vendors refused to respond to area, their names/companies were not documented. Area will
correct in the future.

#12 Do all X Numbers awarded to a small business vendor conta¡n the small business certification from
the Department of General Services (DGS)? No. Some small business certificates not attached to file.

Area will institute corrective measures for future services.

All purchases appear to be within policy.
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STATE OF GALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2

Command: Division: Chapter:

lnspected by: Date:

Commander's

Area will document the names of businesses who refuse to bid or fail to províde a pr¡ce quotation and
include them with the awarded b¡d.

Area will insure small business vendors used provide an appropr¡ate certification and it will be copied
and maintained in area file prior to forwarding to HQ.

I s Comments:

Reouired Action

Corrective Action Plan/Timeline

These corrections will immediately be implemented.

RevieWDecision: IThis shall bethe onlv level of

Lead lnspectoi>SjSnqtu€ |
(>J¿ (V,^d,

Date

I '9ù-oQ
Respondíng Commande/s Signature (for appeal): Date:

CHP 6804 (Rov. 09{8) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1 o14

Command:
Arrowhead Area

Division:
lnland

Number: 865

Evaluated by:
Lt. Sanders

Date:
1-6-2009

Assisted by:
D. Biqqs/P. Ross 01-06-2009

INSTRUCTIONS: Answer individual items with "Yes" or'No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

discrepancieé and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

TYPE OF INSPECTION

n Division Level I Command Level

E Executive Office Level X Voluntary Self-lnspection

Lead lnspector's Signature:

-p.u ã o"rÅ^ -
Follow-up Required:
l-l Yes X ruo

Ll Follow-up lnspection Commande/s Signature:

Í_Þ u S "*,r._._

Date:
t-B-09

For applicable policy, refer to: HPM 1 1.1, Chapter 22

1. ls a CHP 78 Contract Request used to initiate all
service contracts which are repet¡tive, regardless of
the estimated dollar value?

! Yes Eruo Xrun Remârks

2. ls a CHP 78 Contract Request used for one-time
services exceeding $4,999.99? ! Yes n ¡¡o X ¡¡n

3. ls the Otfice of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract pavable listed on the CHP 78?

E Yes !uo Xrun Remarks:

4. ls the performance of contract services monitored and
documented? X Yes E tlo fl N/A Remarks Lawn, door, pest conhol,

gate, & snow removal

5. Are all copies of correspondence with the vendor
maintained? X Yes nNo nrun Remarks: Bill dispute for fuel stand by

charge.

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

n Yes X t'¡o n ¡¡in Remarks No problem with services. :

-- 7. ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

X Yes [] ¡¡o Trun Remarks

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 1 1.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A?

! Yes n ¡¡o x NiA Remarks: None
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

L Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

n Yes X t¡o n Nin Remarks: Facilities handles.

10. ls allwork completed and accepted by the
Department before expiration of contract agreement? X Yes nruo n ruln Remarks:

1 1. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9., review progress
reports and interim products)?

X Yes [] tto Trun Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes nruo Ll N/A Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered as
required by contract?

X Yes nuo nrun Remarks: Facilities contacted prior to
additional services provided.

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes ENo fl N/A Remarks:

15. ls the final invoice identified and approved, as
appropriate and forwarded to Físcal Management
Section for payment?

I Yes f] t'¡o nrun Remarks:

16. Are all applicable form sections of the CHP 78
completed? X Yes nruo Erun Remarks:

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health, property,
or essential public services?

n Yes nNo X ruln Remarks:

18. Are all employees associated with the management of
a contract completing the CHP 7BS, Conflict of
lnterest Statement, Employee, form?

I Yes n ¡lo Xrun Remarks: Facilities handles.

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

I Yes ! t¡o X ru¡n Remarks:.

20. Are contract amendment request dollar amounts
increased more than 30%? fl Yes [-l lrto XruN Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPEGTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract amendment request more
than one year? E Yes [] tlo X ¡un Remarks:

22. Are amendments requested before the expiration of
the original contract? n Yes nruo XruN Remarks:

23. ls a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference room
rental which is expected to exceed $4,999.99 in total
cost?

n Yes nNo XruN Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approvalfrom Assistant
Commissioner, Staff?

n yes nruo XruN Remarks:

25. Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) finqerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) Janitorial Services
(5) ConsultingServ¡ces

! Yes nNo XruN Remarks:

26. ls a driver license check conducted for, but not limited
to, all of the following types of agreements, if the
contractor and/or specifically assigned personnel are
scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and RePair
(3) Carpetlnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(8) Garage Door Ma¡htenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and A¡r Condit¡oning Service
(1 1) Laundry/Linen Service
(12) Office Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Servíces
(15) Scale Maintenance and RePair
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair
(19) Unintenuptible Power Supply Maintenance and Repair

! Yes nNo Xrun
Remarks:

27. Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along with
the contract number for retention after Commander
review?

n Yes INo Xrun Remarks:

CHP 680F (Rev 09{8) OPl010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
¡NSPECTION CHECKLIST
Chapter 3, Command Proct¡rements
Contracts

Page 4 of 4

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

! Yes nruo X ru¡n Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

X Yes nNo fl ru¡n Remarks:

30. ls a log sheet maintained for a diary of activities
related to the contract? X yes nruo ! ru¡n Remarks:Sign in/out at front desk.

31. ls a computer file prepared for all contracts
administered? flYes nruo Xrun Remarks:

32. ls a spreadsheet prepared listing all expenditures?
n ves X ttlo nrun Remarks: Facilities handles.

33. ls the notification to the contractor documented for the
start date for services to begin? X Yes nruo [run

Remarks: Contract Services Unil
notifies contractor of start date.

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

n yes X trto fl N/A Remarks:

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02.1)

n Yes nruo Xrun Remarks:

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3.02.5)

n Yes nruo x ¡l¡n Remarks:

37. Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) I Yes nruo nrun Remarks:

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for personal
service contracts? (GC 19130 & SCM Vol. l, Ch. 7,
Section 7.05)

! Yes nruo Xrun Remarks:

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol.
Ch. 4, Section 4.09)

! Yes XNo nrun Remarks: Services are not authorized
until a fully approved contract is
received.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGTIWAY PATROL

GOMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspeclion in the Chapter lnspection number. Under "Fonryard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION

n Division Level I Command Level

n Executive Office Level

n Corrective Action Plan lncluded

f| Appeallncluded

n Attachments lncluded

Follow-up Required:

! Yes X ¡¡o

Forward to:
lnland Division

Due Date: 1211512008

Commander's Sig nature:

-+-.¡ 3*^,

Date:

01-08-2009

Chapter lnspection: Chapter 3 Command Procurement Contracts

lnspector's Comments Regarding Innovative Practices:

(none)

Command for Statewide I

(none)

s Findi

Area has not initiated any contracts. Facilities section has handled the contracts for Area. Area
monitors performance and maintains contact with Facilities section.

I RevieMDecision: ffhis shail be the ontv tevet of

t""o'n.o""p-#*tS 

^ r/u-
uate:

I - Ð-oq
Responding Commande/S Signature (for appeal): Date:

CHP 6804(Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

U( y r*.? ol--

Page

Command:

Rancho
Cucamonqa

D¡vision:
lnland Division

Number:

Evaluated by:

Lt. McDermott
Date:

12104108
Assisted by: 12104108

t A/;t þ.9J4
/ z/?þ3

1of 2

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally' such

Oiscrepancieõ and/or defìciencies shall be documented bn an Exceptions Document and addressed to the next level of command'

Furthermore, the Exceptions Document shall include any follow-up and/or corrective act¡on(s) taxen. lf this form is used as a Follow-t-rp

, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-

TYPE OF INSPECTION

n Division Level X Command Level

f] Executive Office Level n Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:
l-l Yes X lllo

! Follow-up lnspection Date:

/2 -{-as

For applicable policy, refer to: HPM 11'2, Chapter 3
/

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
lnlerest Statement. Emplovee. form?

X Yes ENo fl N/A

2. Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

X Yes nruo n ruln Remarks:

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

X Yes ENo nvn Remarks:

4. Are California lntegrated Waste Management Board
Form 74 documents maintained for each vendor
utilized?

X Yes ! ¡¡o [] N/A Remarks:

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

X Yes nruo n x¡n Remarks: Also submitted with
paperwork to Division.

6. When fair and reasonable is utilized, is the fair and

reasonable method documented and properly
justified?

X Yes nNo n ruln Remarks:

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? flYes XNo n Nla Remarks: Purchase limits are strictly

adhered to.

L Does the CHP 317 Cal Card Log fully describe the
purchase? X Yes INo fl N/A Remarks:

9. Are bank statements reconciled with the CHP 317

Cal Card Log and the receipts/invoices? X Yes n f,¡o n nln Remarks:

CHP 680D (Rev 09{8) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

10. ls the CHP 317 Cal Card Log properly authorized
and maintained? X Yes n ¡lo n ruln Remarks:

11. Are credit invoices/receipts for returned items
maintained with the bank statement? I Yes Euo fl N/A Remarks: Yes, and submitted when

appeared on bank statement.

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

X Yes nruo n N¡n Remarks:

13. Are CalCards maintained in a secure area?
X Yes n ¡¡o n xln Remarks: Located in a locked strong

box. locked cabinet in a locked room.

14. Are Cal Card purchases pre-approved by the
commander? X Yes !No n N/A Remarks: And/Or her alternate.

15. Have allcardholders received trajning on the
Department's procurement processes? X Yes nNo n ruln Remarks: Trained by Division and

Hdqts staff.

16. Are item(s)purchased with the CalCard prohibited
by departmental policy? n Yes XNo n N¡n Remarks: Hard coPY of Prohibited

items kept handy for easy referral.
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STATE OF CALIFORNIA
brpnnrMerur oF cALTFoRNTA HtctlwAy pATRoL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or flll in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter lnspection number- Under "Forward to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

improvement, identified deflciencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional is reouired.

apter: 3, Command

by:

TYPE OF INSPECTION

! Division Level X Command Level

I Executive Office Level

n
D
n

Corrective Action Plan lncluded

Appeal lncluded

Attachments lncluded

Follow-up Required:

nYes X No
Due Date:

Forward to:

+) h-¡rt$qry'ü,-6l-è

Commander's Signature:

Chaoter Inspection:

Inspector's Comments Reqardinq lnnovative Practices:

None

Within policy, no deficiencies.

CHP 6804 (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3

Command:

Rancho Cucamonga
Div¡sion:

lnland
Chapter: 3, Command
Procurements Cal-Card
Proqram

lnspected by:

Lt. McDermott
Date:

1210412008

Lead lnsoector's Siqnature:

--fiñ¡ncflq\rT -'*ìqÀ-
Date: / t

tlç ltn
Responding Commander's Signature (for appeal): Date:

CHP 6804 (Rev 09-08) OPI 010



A/V :,*/ J*- clt'/ /l'h'L
Page 1 of2/ 

¿/Yh¡

Command:

Rancho
Cucamonqa

Division:
lnland Division

Number:

Evaluated by:

Lt. McDermott
Date:

12101108
ted by: Becky Guzman, OSS 12101108

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy'

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

discrepancieõ and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

lnspection, the lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

n Division Level X Command Level

! Executive Office Level n Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:
l-l Yes X l',to

fl Follow-up lnspection Date:

/å.3't S,'

For applicable policy, refer to: HPM 11.1, Chapter 23
u

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? n Yes XNo n N/A Remarks:

2. Does all X Number file documentation contain the
STD.204 Payee Data Record? X Yes !No [] N/A Remarks:

3. Do X Numbers requiring a contract (i'e., janitorial or

landscaping) have prior approvalfrom the Business
Services Section commander?

! Yes [] ¡to Xvn Remarks: Never done like that in this
Command.

4. Are X Number requests made prior to the date the
services are performed? X Yes nNo ff N/A Remarks: Use email from Division

OSS as proof and attachment.

S. Are X Numbers issued for a one-time use?
Xl Yes ll ¡to l-l N/A Remarks:

O. nre piohibited services performed using an X
Number? n Yes XNo Evn Remarks:

Z Are X Ñumbers used for the procurement of a
service and not the purchase of a commodity? X Yes nNo fl N/A Remarks: Services only.

a Are X Numbers issued for telecommunications
related services Pre-aPProved bY

Telecom munications Section?
X Yes ENo [] N/A Remarks:

9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000
have prior approvalfrom Facilities Section?

X Yes nruo ! N/A Remarks:

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissioner?

n Yes n f.lo x N/A Remarks:

CHP 680E (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11. Do all X Numbers awarded to a non-small business
vendor contain three price quotations? X Yes nNo fl N/A Remarks: Unless it is sole source

vendor then that is noted on
oaperwork to Division.

12. Do allX Numbers awarded to a small business
vendor contain the small business certification from
the Department of General Services (DGS)?

X Yes nNo rf N/A Remarks: Submifted and kepton fìle
at Area level.

13. Does the file documentation contain the STD. 21

Drug Free workplace certification for X Number
vendors?

X Yes n ¡¡o [] Nln Remarks:

14. Do emergency service X Numbers document and
justify the emergency? X Yes Eruo n ruln Remarks: lf facilities related, then

approval from Hdqts Facility unit is on
file.

15. ls the itemized invoice for each X Number service
maintained in the command's files? X Yes ! f'¡o n ru¡a Remarks:

CHP 680E (Rev. 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
:::::::: :::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::
INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fìll in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter lnspection number- Under "Forward to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 5'l Memorandum may be used if

additional

lnspected by:

Lt. McDermott

Chapter: 3, Command
Procurements X-

12t01t2008

TYPE OF INSPECTION

n Division Level X Command Level

E Executive Office Level

! Corrective Action Plan lncluded

! Appeallncluded

n Attachments lncluded

Follow-up Required:

!yes X No

Fonruard to:

Due Date:

Commander's Signature:

Ú,tt@ß¿t
Date:

t I o/oq
Chapter lnspectiôn:

Inspector's Comments Regarding lnnovative Practices:

None

Within policy, no deficiencies.

CHP 6804 (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMEÑT OF CA'ilFORNIA HIGI.WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3

Command:

Rancho Cucamonga
Div¡s¡on:

lnland
Chapter: 3, Command
Procurements X-
Number Prooram

lnspected by:

Lt. McDermott
Date:

12t01t2008

Lead lnspector's Signature:

--lih-vìa\ Cd\ q"-"1,L^GN
Date: i

tlø loq
Responding Commandeis Signature (for appeal): Date:

CHP ô804 (Rev. 0948) OPI 0'10
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Gommand:
Rancho Cucamonqa

Division:
lnland

Number:

Evaluated by:
Lt. Mark Roe, #9912

Date:
December 1. 2008

Assisted by:
Sot. Tom Graham, #13293

Date:
December 1. 2008

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

discrepancieé and/or deficiencies shall be documented on an Exceptions Documenl and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

TYPE OF INSPECTION

! Division Level X Command Level

E Executive Office Level I Voluntary Self-lnspection

Follow-up Required:
[-l Yes X No

LJ Follow-up lnspection Date:

/a-e-ov
For applicable policy, refer to: HPM 1 1.1, Chapter 22

/

1. ls a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

X Yes []No E ruln Remarks:

2. ls a CHP 78 Contract Request used for one-time
services exceeding $4,999. 99? X Yes n ¡¡o E ru¡n Remarks:

3. ls the Office of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract pavable listed on the CHP 78?

n Yes XNo n ru¡n Remarks: BusinessServicesSection
- Contract Services Unit completes
the OPI Tracking Numbers

4. ls the performance of contract services monitored
and documented? X Yes nNo n N/A Remarks:

5. Are all copies of correspondence with the vendor
maintained? X Yes nNo E ru¡n Remarks: ln fìle by the Administrative

Sergeant.

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

X Yes nNo fl N/A Remarks: A correspondence log is

kept in file for each vendor.

7. ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

X Yes ENo n ¡¡¡n Remarks:

B. Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 1 1.1,

Chapter 22, before fonruarding the CHP 78 or CHP
7BA?

X Yes nruo fl N/A Remarks:

CHP 680F (Rev 09-08) OPI 010



Page 2 of 4

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHEGKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

E Yes X t¡o !run Remarks: Contracts are started afier
the start date.

10. ls allwork completed and accepted by the
Department before expiration of contract agreement? X Yes ENo nrun Remarks:

1 1. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9., review
progress reports and interim products)?

X Yes nNo nrun Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes nNo n ru¡n Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes [] ttlo ¡ N/A Remarks: A running balance is kePt
for contracts

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes f] t'lo E ru¡n Remarks: Depending on the contract
the Administrative Sergeant walks
with the vendor to ensure job
completion.

15. ls the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes fl No n ru¡n Remarks:

16. Are all applicable form sections of the CHP 78
completed? X Yes n ¡lo Erun Remarks: They are completed with

assistance of Business Services
Section - Contract Service Unit.

17 . Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

X Yes fl ruo fl N/A Remarks:

18. Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
lnterest Statement, EmPloYee, form?

X Yes ENo nvn Remarks:

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

X Yes E t¡o fl N/A Remarks: lt would be documented
when necessary.

20. Are contract amendment request dollar amounts
increased more than 30%? E Yes X l.to nvn Remarks: No requests have been

made.

CHP 680F (Rev 09-08) OP¡ 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGR,AM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract amendment request
more than one year? I Yes E tlo nrun Remarks: Contracts are usually done

for two years.

22. Are amendments requested before the expiration of
the original contract? X Yes n ¡lo n ruln Remarks: lf we are going to continue

with the same contractor.

23. ls a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rentalwhich is expected to exceed $4,999.99 in

total cost?

n Yes nNo X ru¡n Remarks: Conference room rental at
this Area has not been done.

24. Do conference room rentalcosts exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

n Yes f] trto X N/A Remarks: Conference room rental al
this Area has not been done

25. Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) fingerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Serv¡ces (on-site)
(4) JanitorialServices
(5) ConsultingServices

n Yes ENo XruN Remarks:

26 ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpetlnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(B) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
('10) Heating, Ventilation, and Air Conditioning Service
(1 1) Laundry/Linen Service
(12) Office Machine Maintenânce and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
('17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

X Yes ! ¡lo [ ru¡n Remarks:

CHP 680F (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27 . Are all driver license and fingerprint information
fon¡varded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

X Yes [] ¡¡o fl N/A Remarks:

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor's
personnel)?

X Yes nNo nrun Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

X Yes f] l,lo nvn Remarks: The Office Manager
retains copies of all invoices.

30. ls a log sheet maintained for a diary of activities
related to the contract? X Yes nNo E ru¡n Remarks: The front desk officer

retains a sign in sheet for the
contractors.

31. ls a computer file prepared for all contracts
administered? n Yes X trlo n uln Remarks: Kept in individual files.

32. ls a spreadsheet prepared listing all expenditures?
X Yes nruo nrun Remarks: Kept in individual files.

33. ls the notification to the contractor documented for
the start date for services to begin? X Yes nNo [] ru¡n Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

X ves E t'¡o [] ruln Remarks: Only if there is a missing
invoice.

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02.1)

n Yes nruo x N/A Remarks: The only consulting
services were contracted through
Facilities Section, for mold in the
walls.

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3.02.5)

n Yes nruo Xrun Remarks: The only consulting
services were contracted through
Facilities Section, for mold in the
walls.

37. Does Contract work only begin after approval of the
finalcontract? (SCM Vol. 1, Ch. 4, Section 4.09) X Yes nNo nrun Remarks:

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. l,

Ch. 7, Section 7.05)

! Yes ! l.lo X ruln Remarks: This command does not
contract w¡th personal services.

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. I

Ch. 4, Section 4.09)
n Yes X t¡o Erun Remarks:
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SfATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIjWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

additional

:::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::_:::::::::
INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

12t0112008

TYPE OF INSPECTION

! Division Level X Command Level

E Executive Office Level

n Corrective Action Plan lncluded

I Appeal lncluded

E Attachments lncluded

Follow-up Required:

E yes X tlo

Forward to:

Due Date:

Commander's Signature:

i|.fv{'lf)q-VYn}År'

Date:

' tlu[oq
Chaoter lnspêction:

Inspector's Comments Regarding lnnovative Practices:

None

Within policy, no deficiencies.

CHP680A(Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIjWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3

Command:

Rancho Cucamonga
Division:

lnland
Chapter: 3, Command
Procurements
Contracts

lnspected by:

Lt. Roe
Date:

12t0112008
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 1 of3
Command:

Rancho
Cucamonqa

Division:
lnland Division

Number

Evaluatecl þy:

Lt. McDermott
Date:

12l01l0B
by OSS 12tO

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or flll in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the 'Remarks" section. Additionally, such

discrepancieé and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of command'

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

TYPE OF INSPECTION

fl Division Level X Command Level

! Executive Office Level ! Voluntary Self-lnspectio¡-

Lead lnspector's Signature:

.ù.-,ñTi-_=--1
Follow-up Required:

fl Yes X ruo n Follow-up lnspection /a'aQr
teDa

For applicable policy, refer to: HPM 1 1.2, Chapter 7
/

1. Are participants in the procurement process at the
command level familiar with the related policies and
procedures for purchasing?

X Yes lNo n N/A Remarks: Trained by lnland Division
staff.

2. Have Approvers/reviewers of purchases received
procurement training? X Yes nNo fl N/A Remarks: Commander recently

received training.

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

. Supplies for personally - owned equipment

. Commodities for personal use

. Confirming order

. Purchases via the internet

n Yes XNo n Nrn Remarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

[l ves nNo fl N/A Remarks: One CHP 43 Per vendor.

5. ls all required information entered on the CHP 43,

Purchase Requisition X Yes nNo fl N/A Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

I Yes nNo n N/A Remarks:

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

X Yes n ¡lo E Nln Remarks: Sent to lnland Division
AGPA first.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 2of3

8. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals? X Yes Ewo n ruln Remarks:

L Are the CHP 43, Purchase Requisitions,
competitively bid? X Yes nNo fl N/A Remarks:

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations? X Yes n ¡¡o n N¡n Remarks:

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or modeljustified and in compliance with SAM

3555?

X Yes nNo ff N/A Remarks: Still try to get 3 bids

12. Are Limited Competitive Bidding purchase requests
for items that interface with existíng departmental
equipment in compliance with SAM 3555.3?

E Yes nNo X Nla Remarks:

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

! Yes nNo X Nln Remarks:

14. Areiterls checked immediately for content and

damage when delivered? X Yes !No n N/A Remarks:

t e ls tfre "received copy" of the purchase order
approved, dated, and forwarded to the Fiscal

Management Section (FMS), Account Payable Unit,

within three business days of receipt, if all items are

accepted?

X Yes nNo !vn Remarks: Also sent to Division
AGPA

16. Are freight and/or packing slips attached to the

received copy of the purchase order and sent to
FMS?

X Yes nNo n Nln Remarks:

1Z ls FMS provided a photocopy of the purchase order
and any approved freight or packing slips as

acknowledgement that a portion of the order has

been received?

X Yes n ¡lo n Nln Remarks:

18. ls the original "received copy" retained by the

command for completion and fonrvarding to the FMS

when the complete shipment is received?
I Yes []No ! ru¡n Remarks: Also sent to Division

AGPA

19. Are Damaqed items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accePted?

X Yes nNo nvn Remarks:

CHP 680C (Rev.09{8) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 3 of 3

20. ls Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

X Yes n ¡lo fl N/A Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes ! l,lo n N/A Remarks: Follow up phone calls to
the vendors.

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 11, Topic 4)

X Yes !No fl N/A Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol ll Ch. 2, ToPic 1 1)

X Yes ! t¡o n Nln Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

E Yes XNo n u¡n Remarks: Not done in this
Command.
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ST,ATE OF C,ALIFORNIA

DEPARTMENT OF CALIFORNIA HIGI.IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
:::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::-
INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or flll in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter lnspection number. Under "Fon¡rard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified delciencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional soace is reouired.

TYPE OF INSPECTION

! Division Level X Command Level

n Executive Office Level

n
n
tr

Corrective Action Plan lncluded

Appeal lncluded

Attachments lncluded

Follow-up Required:

nYes X No

Forward to:

Due Date:

Commander's Signature:

-þfuflT)ütþ-\nLçL({-

Date:

rlrlryt
Chapter lnspection:

lnspector's Comments Regarding lnnovative Practices:

None

Within policy, no deficiencies.
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STATE OF C.ALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3

Command:

Rancho Cucamonga
Division:

lnland
Chapter: 3, Command
Procurements
Purchases

lnspected by:

Lt. McDermott
Date:
12t01t2008

Lead lnspector's Sionature:

--Dì.-ûAC-{\r

Date: ,. /
t I tnlo.r

Responding Commander's Signature (for appeal): Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI{WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 1of 2

Command:

Riverside
Division:
lnland (801)

Number:

Evaluated by:

Sst. J. R. Wood, #11577
Date:

1211512008
Assisted by:

OSSl Maria Sandoval
Date:
12t15t2008

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or defìciencies noted in the inspections shall be commented on via the "Remarks" sect¡on. Additionally, such

discrepancieé and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

ryPE OF INSPECTION

E Division Level X Command Level

E Executive Office Level n Voluntary Self-lnspection

Follow-up Required:
l-l Yes iX tlo

n Follow-up lnspection Commander's Signature:

*-
/-t--2

Date:

,r,Zql a

For applicable policy, refer to: HPM 1 1 .1, Chapter 23

L Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? flYes X t¡o n ¡l¡n Remarks:

2. Does all X Number file documentation contain the
STD.204 Payee Data Record? n Yes X lr¡o nvn Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approvalfrom the Business
Services Section commander?

X Yes nNo fl N/A Remarks:

4. Are X Number requests made prior to the date the
services are performed? X Yes nruo n N/A Remarks:

5. Are X Numbers issued for a onetime use?
X Yes l-l trto N N/A Remarks:

6. Are prohibited services performed using an X
Number? n Yes Xno L] N/A Remarks:

7. Are X Numbers used for the procurement of a
servìce and not the purchase of a commodity? X Yes nNo [ ru¡n Remarks:

8. Are X Numbers issued for telecommunications
related services pre-approved bY

Telecommunications Section?
E Yes nNo Xvn Remarks:

9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000
have prior approval from Facilities Section?

X Yes n ¡¡o nvn Remarks:

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissioner?

X Yes n ¡lo t] N/A Remarks:
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Page 2of2
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIíWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECT¡ON CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11. Do all X Numbers awarded to a non-small business
vendor contain three price quotations? X Yes nNo Erun Remarks:

12. Do allX Numbers awarded to a small business
vendor contain the small business certification from
the Department of General Services (DGS)?

n Yes Xruo n N/A Remarks:

13. Does the flle documentation contain the STD. 21

Drug Free workplace certification for X Number
vendors?

n Yes Xruo n ru¡n Remarks:

14. Do emergency service X Numbers document and
justify the emergency? X Yes E Irto fl rurn Remarks:

15. ls the itemized invoice for each X Number service
maintained in the command's files? X Yes E tlo E ruln Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Riverside
Division:
lnland

Chapter:
3

lnspected by:

Sqt. J. R. Wood, #11577
Date:

12t1512008

INSTRUCTIONS; This document shall be typed. Check appropriate boxes as necessary, or fìll in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fonvard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identifìed deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

fl Division Level X Command Level

fl Executive Office Level

X
n
u

Corrective Action Plan lncluded

Appeal lncluded

Attachments lncluded

Follow-up Required:

t lves Ef tlo

Forward to:

Due Date:

Commander's Sig nature:

G_____>

Date:

', r,lrrla
Chapter lnspection:

lnspector's Comments Regarding lnnovative Practices:
N/A

N/A

lns s Findinqs:

1. The X-Number file does not contain current STD 204 (Payee Data Records).
2. The X-Number file does not contain current STD 21 (Drug Free workplace certifications)
3. The X-Number file does not contain the small business certification from DGS.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:

Riverside
Division:
lnland

Chapter:
3

lnspected by:

Sqt. J. R. Wood, #11577
Date:

12t1512008

Commander's Response:
The Area Commander, T.M. McCreary,#11882, will continue to be diligent in ensuring the mandates set

forth in Deparlmental policy regard¡ng management and accountability of the X Number Program are
followed.

Reouired Action

Corrective Action Plan/Timel ine

1. STD 21, STD 204, and small business certification letter discrepancies.
Although the Area had several expired STD 21 & STD 204's on file there were none that were
current-. There were no small business certification letters on file. To correct these problems a

suspense file has been made for these forms, which will prompt the clerical staff to obtain a new form

at the time of exp¡ration (3 years). With all new services (X-Number request) the X-Number
coordinator will ensure these forms are completed and placed into the suspense file.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFM/AY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Lead lnsoeõfoDs Sionature:-2"27¿,2/
Regfõldins Co¡nma nder's S ignatu re (for appeal):
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIiWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 1of 3

Command:

Riverside
D¡v¡s¡on:
lnland

Number:
3

Evaluated by:

Sqt. J. R. Wood, #11577
Date:

12t15108
Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

oiscrepancieõ and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

n Division Level X Command Level

n Executive Office Level E Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:
I Yes X tlo ! Follow-up lnspection

Commander's Signature:

'1-*--7

For applicable policy, refer to: HPM 11.2, Chapler 7

1. Are participants in the procurement process at the
command level familiar with the related policies and
procedures for purchasing?

X Yes nNo n N/A Remarks:

2. Have Approvers/reviewers of purchases received
procurement training? X Yes E tlo n ¡¡ln Remarks:

t Are prohibited items procured on CHP 43, Purchases
Requisitions?

o Supplies for personally - owned equipment
. Commodities for personal use
. Confirming order
. Purchases via the internet

n Yes XNo E N/A Remarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

X Yes INo nvn Remarks:

5. ls all required information entered on the CHP 43,

Purchase Requisition? X Yes INo Evn Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starling anew at the beginning of each
fiscal year (July 1)?

X Yes fl l.lo n N/A Remarks:

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

E Yes nNo x N/A Remarks:No exPedited requests are

in log
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Page 2 of 3

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIjWAY PATROL

COMMAND ¡NSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

B. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals? X Yes nruo n ru¡n Remarks:

9. Are the CHP 43, Purchase Requisitions,
competitively bid? X Yes nNo E ruln Remarks:

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations? X Yes n ¡¡o E ruln Remarks:

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or modeljustified and in compliance with SAM
3555?

E Yes n ¡¡o X rrlln Remarks: There are no limited
competitive bidding purchase request
on file

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.3?

n Yes n ¡¡o X ru¡n Remarks: There are no limited
compet¡tive bidding purchase requesl
on file.

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

flYes nNo Xvn Remarks: There are no non-
competitive bid purchase request on

file.

14, Are items checked immediately for content and
damage when delivered? X Yes nNo n ru¡n Remarks:

15. fs the "received copy" of the purchase order
approved, dated, and fon¡varded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes nNo n rvrn Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

X Yes n ¡lo n ruln Remarks:

17. ls FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X Yes ENo n ru¡n Remarks:

18. ls the original "received copy" retained by the
command for completion and fonivarding to the FMS
when the complete shipment is received?

X Yes nNo nrun Remarks:

19. Are Damaged items delivered by common carrier
acknowledged on the freight bill by the calrier's driver
before being accepted?

n Yes [] ¡lo X ruln Remarks:

CHP 680C (Rev, 09{8) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. ls Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

n Yes fl No x N/A Remarks

21. Are open purchase orders periodically reviewed and

investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes fl l.lo ¡ N/A Remarks:

22. Are copies of the purchase requisitions and purchase

orders maintained for three years after payment?
(SCM Vol, ll, Ch. 11, ToPic 4)

X Yes nruo fl N/A Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol ll Ch. 2, Topic 11)

X Yes ENo fl vn Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

n Yes X trlo n ruln Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

, COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

:::::::::::::::::::::::::::::::::::::::::::::::::::::::-
INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter lnspection number. Under "Fonvard to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

improvement, identifìed deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

Command:

Riverside
Division:
lnland

Chapter:
3

lnspected by:

Sqt. J. R. Wood, #11577
Date:

1211512008

TYPE OF INSPECTION

n Division Level X Command Level

f] Executive Office Level

n
n
n

Corrective Action Plan lncluded

Appeal lncluded

Attachments lncluded

Follow-up Required:

n Yes X t¡o

Forward to:

Due Date:

Commander's Signature:

--2

Date:

, t ,Z y/",
Chapter lnspection:

lnsoector's Comments Reqardinq lnnovative Practices:

Area was found to be in compliance and functioning properly. All purchases were accounted for and

properly documented. The Office Assistant was well versed regarding Department policy and

procedures relat¡ng to purchases.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

The Area Commander, T. M. McCre ary, #11882, will continue to be diligent in ensuring the mandates

set forth in Deparlment policy regarding management and accountability of purchases are followed.

Command:

Riverside
Division:
lnland

Chapter:
3

lnspected by:

Sqt. J. R. Wood, #11577
Date:

12t15t2008

Corrective Action Plan/Timeline

CHP 6804 (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

Riverside
Division:
lnland

Chapter:
3

lnspected by:

Sqt. J. R. Wood, #11577
Date:

12t15t2008

CHP 680A (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION GHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1of4

Command:

Riverside
Division:
lnland

Number:

Evaluated by:

Sot. J. R. Wood
Date:

1211512008
Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or defìciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

Oiscrepancieã and/or deficiencies shall be documented'on an Exceptions Document and addressed to the next level of command'

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

tion, the "Follow-up ln box shall be marked and only defìcient items need to be re-inspected'

TYPE OF INSPECTION

n Division Level X Command Level

n Executive Office Level n Voluntary Self-lnspection

ead lnspector's Signature:

:hh//
Follow-up Required:
l-l Yes X tlo

fl Follow-up lnspection Commander's Signature:

--7È-- (-,----^-._-,

Date:

,t,Zv,1r*
For applicable policy, refer to: HPM 1 1'1, Chapter 22

1. ls a CHP 78 Contract Request used to initiate all

service contracts which are repetitive, regardless of
the estimated dollar value?

n Yes !No X ru¡N
Remarks:

2. ls a CHP 78 Contract Request used for one-time
services exceeding $4,999. 99? n Yes nNo X ruln Remarks:

g. ls the Office of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract oavable listed on the CHP 78?

n Yes nNo X ruln Remarks:

4. ls the performance of contract services monitored
and documented? I Yes E I'lo Xvn Remarks:

5. Are all copies of correspondence with the vendor
maintained? [] Yes nNo X ru¡n Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or

non-performance of the vendor?
! Yes nruo X ru¡N

Remarks:

7. ls the final product to be delivered described
specifically and in as much detailas possible in the
CHP 78?

n Yes n ¡¡o X N/A Remarks:

ned,
als
1.1,
P

78A?

! Yes E f,¡o X ruln Remarks:
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Page 2 of 4

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPEGTION CHEGKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

[] Yes n ¡lo X ruln Remarks:

10. ls allwork completed and accepted by the
Department before expiration of contract agreement? E Yes nNo X N/A Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9., review
progress reports and interim products)?

n Yes ! t'lo X ¡¡¡n Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

n ves E l.lo x N/A Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

n Yes ENo X ru¡N
Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

n Yes nNo X ru¡n Remarks:

15. ls the final invoice identified and approved, as
appropriate and foruvarded to Fiscal Management
Section for payment?

n Yes n ¡lo X ru¡N Remarks:

'16. Are all applicable form sections of the CHP 78

completed? n ves n ¡lo X ruln Remarks:

i. Oo emergency contracts document and justify a

sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

n Yes fl No X N/A Remarks:

18. Are allemployees associated with the management
of a contract completing the CHP 7BS, Conflict of
lnterest Statement, EmPloYee, form?

! Yes nNo X N/A Remarks:

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

E Yes nno X ruln Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%? l-l Yes l-l lrto X ruIN Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-{WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21 ls the length of the contract amendment request
more than one year? n Yes nNo x N/A Remarks:

22. Are amendments requested before the expiration of
the original contract? n Yes fl ¡lo X ru¡n Remarks:

23. ls a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in

total cost?

n Yes fl tto Xvn Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approvalfrom Assistant
Commissioner, Staff?

n Yes E tlo x N/A Remarks:

25. Are California Department of Justice (DOJ) and

Federal Bureau of lnvestigation (FBl) finqerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1)
(2)
(3)
(4)
(5)

Avionics Maintenance and RePair
Helicopter Maintenance and Repair
lnstructor Services (on-site)
Jan¡torial Services
Consulting Services

n Yes n ¡¡o X ¡¡¡N Remarks:

26. ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and RePair
(3) Carpetlnstallation
(4) Diesel Generator Maintenance and Repair
(5) DishwasherMaintenance.and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(S) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(1 1) Laundry/Linen Service
(12) Office Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Services
(15) Scale Maintenance and RePair
('16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)unintenuptible Power Supply Maintenance and Repair

E Yes n ¡lo X Nln Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
¡NSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27 . Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

n Yes n ¡¡o X u¡n Remarks:

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

E Yes nNo X Nln Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three vears after the final payment of
the contract?

n Yes fl Itto X N/A Remarks:

30. ls a log sheet maintained for a diary of activities
related to the contract? n Yes n ¡lo X ru¡n Remarks:

31. ls a computer file prepared for all contracts
administered? n Yes n ¡lo X ruln Remarks:

32. ls a spreadsheet prepared listing all expenditures?
n Yes nruo X ruln Remarks:

33. ls the notification to the contractor documented for
the start date for seryices to begin? E Yes nNo X N/A Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

n Yes ENo X ruln Remarks:

35. Do consultant seruices contracts of $1,000 or more

contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02.1)

n Yes nNo X ruln Remarks:

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3.02.5)

n Yes L] l,lo X ru¡N
Remarks:

37. Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) n Yes nNo x N/A Remarks:

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. l,
Ch.7, Section 7.05)

I Yes n ¡¡o x N/A Remarks:

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. I

Ch. 4, Section 4.09)
n Yes nNo X Nln Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
:::::::::::::::: ::::::::::::::::::::::::::::::::::::::::
INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified defìciencies, corrective action plans, and may be used to appeal fìndings. A CHP 51 Memorandum may be used if
additional space is required.

Command:

Riverside
Division:
lnland

Chapter:
3

lnspected by:

Sqt. J. R. Wood, #11577
Date:

12t15108

TYPE OF INSPECTION

n Division Level X Command Level

fl Executive Office Level

n
tr
n

Corrective Action Plan lncluded

Appeal lncluded

Attachments lncluded

Follow-up Required:

nves XNo

Forward to:

Due Date:

Commander's Sig nature: Date:

, t,4uZ*
Chapter Inspection:

lnspector's Comments Regarding Innovative Practices:

ln s Findi

There were no contracts written by the Area command. The only contracts in place were written by

Headquafters Facilities Section.
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DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPEGTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

Riverside
Division:
lnland

Chapter
J

lnspected by:

Sot. J. R. Wood. #11577
Date:

12t15108
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Ghapter 3, Command Procurements
Cal-Card Program

Page 1of 2

Command:

Riverside
Division:
lnland

Number:

Evaluated by:

SGT. J. R. Wood,#11577
Date:

12t15t2008
Assisted by:

OSSl Maria Sandoval
Date:
'1211512008

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

discrepancieã and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken lf this form is used as a Follow-up

TYPE OF INSPECTION

E Division Level X Command Level

! Executive Office Level n Voluntary Self-lnspection

Lead lnspector's Signature:

'-)

ZZh/'"r/(
Follow-up Required:
l-l Yes X tr,to

LJ Follow-up lnspection Commander's Signature:

7-- 
--7-- ---l

Date:

, ,,4u Au
For applicable policy, refer to: HPM 11.2, Chapter 3

7/
1. Are all employees associated with the use of the Cal-

Card program completing the CHP 78S, Conflict of
lnterest Statement, EmPloYee, form?

n ves n ¡lo X N/A Remarks:Not yet written into manual

2. Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

n Yes X t¡o n ¡¡ln Remarks:

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

n Yes XNo nvn Remarks:

4. Are California lntegrated Waste Management Board
Form74 documents maintained for each vendor
utilized?

n Yes fl I'lo X N/A Remarks:There are no vendors used
for Waste Management

5. lf the vendor is a small business or DVBE is utilized,

is the certifìcation letter from the Department of
General Services maintained in the file?

n Yes X l'¡o n ¡¡ln Remarks:

6. When fair and reasonable is utilized, is the fair and

reasonable method documented and properly
justified?

n ves nNo X N/A Remarks:Fair and reasonable method
was not utilized.

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? n Yes X tt¡o ! ru¡n Remarks:

B. Does the CHP 317 CalCard Log fully describe the
purchase? X Yes n ¡lo E ¡¡In Remarks:

L Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? X Yes nNo nvn Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIjWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

10. ls the CHP 317 Cal Card Log properly authorized
and maintained? I Yes nruo n ru¡n Remarks:

11. Are credit invoices/receipts for returned items
maintained with the bank statement? X ves nruo f] rilln Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

n Yes nNo X N/A Remarks:

13. Are Cal Cards maintained in a secure area?
X Yes l-l l,'lo l-l run Remarks:

14. Are Cal Card purchases pre-approved by the
commander? X Yes n ¡lo E ¡¡ln Remarks:

15. Have allcardholders received training on the
Department's procu rement processes? X ves !ruo n ruln Remarks:

16. Are item(s) purchased with the CalCard prohibited
by departmental policy? flYes XNo E ruln Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPEGTION PROGRAM
EXCEPTIONS DOCUMENT
:::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::
INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated' Enter the chapter

number of the inspection in the Chapter lnspection number. Under "Fonvard to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for stalewide

improvement, identifìed deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

Command:

Riverside
Division:
lnland

Chapter:
3

lnspected by:

Sqt. J. R. Wood, #11577
Date:

12t1512008

TYPE OF INSPECTION

n Division Level X Command Level

n Executive Office Level

X Corrective Action Plan Included

E Appeal lncluded

n Attachments lncluded

Follow-up Required:

nves XNo

Fon¡vard to:

Due Date:

Commander's Signature:

_ .---/","-")

Date:

,.,/rq,/'z

Chapter lnspection:

lnspector's Comments Regarding lnnovative Practices:

N/A

1. policy regarding the CHP 7BS is not currently written into HPM 11.1, as it relates to Cal Card
purcñases. lt ið however on the check-sheet. lt was found a revision to HPM 11.1 will be

completed in the future which will make the cHP 78S mandatory.
2. There are no current STD 21 (Drug Free Workplace certifications) maintained within the Cal Card

command file for each vendor utilized.
3. There are no current STD 204 (Payee

command file for each vendor utilized.
Data Record forms) maintained within the Cal Card

4. There are no DGS certification letters for small business or
command file for each small business utilized.

Page 2
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPEGTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2

Command:

Riverside
Div¡sion:
lnland

Chapter
3

lnspected by:

Sqt. J. R. Wood, #11577
Date:

12t15108

ary,#11B82,willcontinuetobediligentinensureingthemandateS
set forth in Departmental policy regarding management and accountability of the Cal-Card Program are

followed.

Action

Corrective Action Plan/Timeline

1. STD 21, STD 204, and small business or DVBE certification letter discrepancies.

Although ¡re Area had several expired STD 21 & STD 204's on file there were none that were

current-. There were no small buslness certification letters on file. To correct these problems a

suspense file will be made for these forms, which will prompt the clerical staff to obtain a new form at

the iime of expiration (3 years), With all new purchases the Cal Card holders will ensure these forms

are completed and placed into the suspense file.
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DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

GOMMAND INSPEGTION PROGRAM
EXCEPTIONS DOCUMENT

Date:

//-,/{42
EponO¡ng Commander's Signature (for appeal):
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 1of 3

Command: I Division:

Barstow I lnland
Number:

Evaluated by:

Lieutenant Jeffrev Kluq
Date:

12-02-08
Assisted by:

Rosanna. Lafler
Date:

72-02.-08

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, sucir
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspectlon, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

X Division Level I Command Level

E Executive Office Level n Váluntary Setf-lnspection

Lead lnspector's Signature:

i4
Follow-up Required:
fl Yes X ruo n Follow-up lnspection

Co

4/?

Date:

/'7' ¿ 3 (

For applicable policy, refer to: HPM 1 1.2, Chapter 7
/

1. Are padicipants in the procurement process at the
command levelfamiliar with the related policies and
procedures for purchas ing?

X Yes Eruo E ru¡n Remarks: Bobbie Spliethof has been
recently assigned to this position and
her training is on-going.

2. Have Approvers/reviewers of purchases received
procurement training? X ves nruo n N/A Remarks: Captain Bridges and

Lieutenant Klug received training at
MMTC.

3. Are prohibited items procured on CHP 43, purchases
Requisitions?

. Supplies for personally - owned equipment

. Commodities for personal use
o Confirming order
. Purchases via the internet

n Yes X lr¡o E ¡¡ln Remarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

I Yes nruo E ruln Remarks:

5. ls all required information entered on the CHp 43,
Purchase Requisition? X Yes fl t'lo n ru¡n Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

! Yes Xruo n N/A Remarks: Two requisitions were
issued the same number.

7. Are expedited requests for the purchase of goods
fon¡yarded to the Assistant Commissioner, Staff, for
approval?

X Yes fl t¡o ! ru¡n Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals? X Yes nruo n ruln Remarks:

9. Are the CHP 43, Purchase Requisitions,
competitively bid? X Yes ! t'¡o fl rurn Remarks:

10, Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations? ! ves X t¡o n ruln Remarks: Audit revealed requisition

# 8513 had no CHP 315 attached.

1 1. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or modeljustified and in compliance with SAM
3555?

X Yes nruo n ru¡n Remarks:

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.3?

X Yes E tlo [ ¡¡¡n Remarks:

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

X Yes nruo nrun Remarks:

14. Are items checked immediately for content and
damage when delivered? X Yes nruo nrun Remarks:

15. ls the "received copy" of the purchase order
approved, dated, and fonvarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X ves ENo nvn Remarks:

'16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

X Yes E t¡o n ru¡n Remarks:

17. ls FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

I Yes I t'¡o n ruln Remarks:

18 ls the original "received copy" retained by the
command for completion and fonivarding to the FMS
when the complete shipment is received?

I Yes nruo E ruln Remarks:

19. Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

X Yes n ¡¡o E ruln Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. ls Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

X Yes n ¡¡o fl N/A Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes nruo [] ru¡n Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 11, Topic 4)

I ves n ¡¡o n ruln Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol ll Ch. 2, Topic 11)

I Yes Iruo n ru¡n Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

n Yes X tlo nrun Remarks:
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STATE.OF CALIFORNIA
DEPARTMENT pF CALIFpRNTA HrGl-WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

:::::::::::::::::::::::: :::::::::::::::::::::::::::::::::::::::::
INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

Command:

Barstow Area
Division

lnland:
Chapter:

Three
lnspected by:

Lieutenant Jeffrev Kluq
Date:

12-03-08

TYPE OF INSPECTION

fl Division Level X Command Level

E Executive Office Level

n
n
tr

Corrective Action Plan lncluded

Appeal lncluded

Attachments lncluded

Follow-up Required:

n Yes X tlo

Fon¡vard to:

Due Date:

Date:

/ z -,/n -al

Chapter lnspection: Chapter 3, Command Procurements/Purchases

lnspector's Comments Reqardinq lnnovative Practices:

Command S stions for Statewide I ment:

lns s Findi

6 &10 Two separate requisitions were issued the same number (8513) and requisition number 8513 had
three price quotes but no Pr¡ce Comparison Worksheet (CHP 315) was attached, Barstow Area
corrected the problem with the same number being issued for two separate requisitions and
attached a CHP 315 with requ¡sit¡on number 8513.
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STATE OF CALIFORNIA
DEPARTMENT OF CALTFpRNTA HrGriWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3

Command: Division: Chapter:

lnspected by: Date:

Review/Decision: ffhis shatt be the onlv level of

/t
teaansoecfffl/ç/,Ø,*r 

k Pè
Respondin g Comman(er's Signature (for appeaff. l/ Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1 of2

Command:

Barstow
Division:

lnland
Number:

Evaluated by:

Lieutenant Jeffrev Kluq
Date:

12-03-08
Assisted by:

Rosanna Lafler
Date:

12-03-08

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
dlscrepancies and/or defìciencies shall be documented on an Exceplions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only defìcient items need to be re-inspected.

TYPE OF INSPECTION

n Division Level I Command Level

n Executive Office Level ! Voluntary Self-lnspection

Follow-up Required:
[-l Yes X ruo

L_.1 Follow-up lnspection """^"^T,ilffi/4/_^_ Date:

/L- s. o(
For applicable policy, refer to: HPM 11.2, Chapter 3

//

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
lnterest Statement, Emplovee, form?

! Yes X ¡to E ¡l¡n Remarks: See page 3.

2 Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

! Yes X tlo E ¡ln Remarks: See page 3

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

I Yes X tlo n ruln Remarks: See page 3,

4. Are California lntegrated Waste Management Board
Form74 documents maintained for each vendor
utilized?

n Yes X l.lo fl run Remarks: See page 3.

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

n Yes X t¡o n N/A Remarks: See page 3,

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

I Yes nNo n ruln Remarks:

7, Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? ! ves XNo n ruln Remarks:

8. Does the CHP 317 Cal Card Log fully describe the
purchase? X Yes n ¡lo nrun Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? X Yes nruo n ru¡n Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

10. ls the CHP 317 Cal Card Log properly authorized
and maintained? X Yes !ruo n ru¡n Remarks:

1 1. Are credit invoices/receipts for returned items
maintained with the bank statement? fi Yes nruo n ru¡n Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

X Yes nNo n ru¡a Remarks:

13. Are Cal Cards maintained in a secure area?
X Yes l-l tlo l-l t'l¡R Remarks:

14. Are Cal Card purchases pre-approved by the
commander? X Yes E ttlo n N/A Remarks:

15. Have all cardholders received training on the
Department's procurement processes? X Yes n f,lo nrun Remarks:

16. Are item(s) purchased with the Cal Card prohibited
by departmental policy? E Yes X Itto nvn Remarks:
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COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Barstow Area
Division

lnland:
unapter:

Three
lnspected by:

Lieutenant Jeffrev Kluq
Date:

12-03-08

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or flll in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION

fl Division Level X Command Level

E Executive Office Level

n
n
n

Corrective Action Plan lncluded

Appeal lncluded

Attacþ¡nents lncluded

Follow-up Required:

! Yes X t'lo

Forward to:

Due Date:

Date:

i>-/þ-'/ P

Chapter I nspection: Chapter 3, Command Procurements/Cal-Card Proqram

lnspector's Comments Reqardinq lnnovative Practices:

Command S estions for Statewide lmprovement:

's Findinos:

1. Only one employee utilizing the Cal-Card program had a completed CHP 78S. Area had all Cal-
Card program employees complete a CHP 7BS. All CHP 7BS's were placed in their personnel
files.

2. No STD 21 Drug Free Workplace certifications were located within the Cal Card command file for
each vendor utilized. Area has established a process to ensure a STD 21 is kept on file for each
vendor utilized.
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IJTATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

3.

4.

5

No STD 204 Payee Data Record forms were located within the Cal Card command file for each
vendor utilized. Area has established a process to ensure a STD 204 is kept on file for each
vendor utilized.

No California lntegrated Waste Management Board Form 74 documents were maintained on file
for each vendor utilized. Area has established a process to ensure Form 74 documents are kept
on file for each vendor utilized.

No certification letters from the Deparlment of General Services were maintained on file for each
vendor utilized. Area has established a process to ensure certification letters are kept on file for
each vendor utilized.

Command: Dvson Chapter:

lnspected by: Date:

Commander's

s Comments:
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EXCEPTIONS DOCUMENT

Corrective Action Plan/Timeline

Page 3

Command:

Barstow
Division:

lnland Division
Chapter:

3 (Cal Card)
lnspected by:

Jeffrev Kluo
Date:

12-03-09
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 1 of 3

Command:

Barstow
Division:

lnland
Number:

Evaluated by:

Lieutenant Jeffrey Kluq
Date:

12-09-08
Assisted by:

Rosanna Lafler
Date:

12-09-08

::::::::::::::::::::::::::::::::::::::::
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

E Division Level E Command Level

n Executive Office Level ! Voluntary Self-lnspection

'l
¡fu'

Follow-up Required:
l-l Yes Xl trlo

f_l Follow-up lnspection co 
4.-

Date:

,/2. /l - aJ

For applicable policy, refer to: HPM 1 1.1, Chapter 23
,

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? ! Yes X ¡to n ruln Remarks:

2 Does all X Number file documentation contain the
STD. 204 Payee Data Record? n Yes Xruo n ru¡n Remarks: Barstow Area will ensure

all x numbers will contain a STD 204.

3 Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approval from the Business
Services Section commander?

I Yes nruo n ¡yn Remarks:

4. Are X Number requests made prior to the date the
services are performed? I Yes D I'lo n ru¡n Remarks:

5 Are X Numbers issued for a one-time use?
X Yes l-l trlo l-l riltn Remarks:

6. Are prohibited services performed using an X
Number? ! Yes xNo f, ru¡n Remarks:

7. Are X Numbers used for the procurement of a
seryice and not the purchase of a commodity? I ves E l,lo E ru¡n Remarks:

B. Are X Numbers issued for telecommunications
related services pre-approved by
Telecommunications Section?

I Yes nNo n ru¡n Remarks:

9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000
have prior approval from Facilities Section?

X ves E t¡o n ¡¡¡n Remarks:

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissioner?

X Yes n ¡¡o E rutn Remarks:

CHP 6B0E (Rev 09-08) OPI 01o
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STATE OF CALIFORNIA
DÈPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

1 1. Do all X Numbers awarded to a non-small business
vendor contain three price quotations? X Yes ENo nNn Remarks:

12. Do allX Numbers awarded to a small business
vendor contain the small business certification from
the Department of General Services (DGS)?

n Yes X l,lo n ruln Remarks: Barstow Area will ensure
all x numbers awarded to small
business will have a small business
certificate from DGS.

13. Does the file documentation contain the STD. 2'1

Drug Free workplace certification for X Number
vendors?

I Yes X tlo [] ruln Remarks: Barstow Area will ensure
all x numbers will contain a STD 21

14 Do emergency service X Numbers document and
justify the emergency? [] Yes nruo n ruln Remarks:

15. ls the itemized invoice for each X Number service
maintained in the command's files? X Yes nNo n ruln Remarks:

CHP 6808 (Rev 09-08) OPI 010
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DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

GOMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Barstow Area
Division

lnland:
Chapter:

Three
lnspected by:

Lieutenant Jeffrev Kluq
Date:

12-09-08

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fìll in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fonr¡ard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identifìed defìciencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

fl Corrective Actíon Plan lncluded

n Appeal lncluded

n Attachments lncluded

TYPE OF INSPECTION

E Division Level X Command Level

n Executive Office Level

Follow-up Required:

n Yes X l,lo

ch rln 3. X-Number Proqram

lnspector's Comments Reqardinq lnnovative Practices:

Command S s for Statewide lmprovement:

lns tor's Findinqs:

2. Barstow Area will ensure all x numbers will contain a STD 204.

12. Barstow Area will ensure all x numbers awarded to small business will have a small business
certificate from DGS.

13. Barstow Area will ensure all x numbers will contain a STD 21 .

CHP 6804 (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFMi/AY PATROL. COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:

Barstow
Division:

lnland
Chapter:

3 ( X numbers)
lnspected by:

Jeffrev Kluq
uale:

12-09-08

Commander's Res

ln s Comments:

red Action

Corrective Action Plan/Timeline
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

Barstow
Division:

lnland
Chapter

3 (X numbers)
lnspected by:

Jeffrev Kluq
Date:

12-09-08

Review/Decision; Íhis shatt be the ontv tevet of

/z-7-cV
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIjWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLISÏ
Chapter 3, Command Procurements
Contracts

Page 1 of6

Command:

Barstow
Division:

lnland
Number:

Evaluated by:

Lieutenant Jeffrev Kluq
Date:

12-04-08
Assisted by

Rosanna Lafler
Date:

12-04-OB

::::::::::::::::::::::::::::::::
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Fudhermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

n Division Level X Command Level

I Executive Office Level I Voluntary Self-lnspection

gnature

q

Follow-up Required:
fl Yes X ruo

l_.1 Follow-up I nspection ""^*ry5/4u Date:

,/z-,/ø'¿r'
For applicable policy, refer to: HPM 11.1, Chapter 22

1 ls a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

X Yes nNo ! ru¡n Remarks:

2. ls a CHP 78 Contract Request used for one-time
services exceeding $4,999. 99? X Yes nruo n ru¡n Remarks:

3. ls the Office of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract pavable listed on the CHP 78?

X Yes E tlo n ru¡n Remarks:

4. ls the performance of contract services monitored
and documented? X Yes fl No n ru¡n Remarks:

5. Are all copies of correspondence with the vendor
maintained? I Yes nruo n ru¡n Remarks:

6 Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

X Yes nruo n ruln Remarks:

7. ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

X Yes nruo E ru¡n Remarks:

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 1 1.1,
Chapter 22, before forwarding the CHP 78 or CHP
78p.?

X Yes nruo E ru¡n Remarks:

CHP 680F (Rev 09-08) OPI 0'10
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, fo¡
expedited processing?

X Yes nNo nvn Remarks:

10. ls all work completed and accepted by the
Department before expiration of contract agreement? X Yes n ¡lo E n¡¡n Remarks:

11 Are contract services performed according to the
quality, quantíty, objectives, tlmeframes, and in the
manner specified in the contract (e.9., review
progress reports and interim products)?

X Yes nNo n ruln Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

I Yes E t¡o E ruln Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes nruo n ruln Remarks:

'14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes nruo n ruln Remarks:

15. ls the final invoice identified and approved, as
appropriate and fon¡varded to Fiscal Management
Section for payment?

X Yes n ¡¡o n N/A Remarks:

16 Are all applicable form sections of the CHP 78
completed? X Yes n ¡lo n N/A Remarks:

17 . Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

I Yes nruo n uln Remarks:

18. Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
lnterest Statement, Employee, form?

X Yes n ¡¡o I N/A Remarks:Updated and maintained in

each personnel file,

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

X Yes n ¡lo n ¡¡rn Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%? l-l Yes X trlo l-l rulR Remarks:

CHP 680F (Rev o9-o8) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPEGTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract amendment request
more than one year? E Yes X t¡o n ¡l¡n Remarks:

22. Are amendments requested before the expiration of
the original contract? I ves n ¡to n ru¡n Remarks:

23. ls a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

n Yes E llo X n¡n Remarks:No contracts for room rental
obtained.

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

n Yes n ¡lo x N/A Remarks: No contracts for room
rental obtained.

25 Are California Department of Justice (DOJ)and
Federal Bureau of lnvestigation (FBl) finserprint
checks and driver license checks conducted for all of
the following types of agreements.

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) Janitorial Services
(5) ConsultingServices

X ves nruo n ruln

26 ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpetlnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(B) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(1 1 ) Laundry/Linen Service
(12) Oftice Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbing.Services
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
(17) Ielephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair
(19)Uninterruptible Power Supply Maintenance and Repair

! Yes I E¡¡o X ruln Remarks: No agreemenVcontacts
were obtained for more than 30 days.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27 . Are all driver license and fingerprint information
fonryarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

X Yes E t'¡o n ¡¡n

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

n Yes n ¡¡o X ¡l¡n Remarks: No agreemenVcontacts
were obtained for more than 30 days.

29. Are all invoices, records, and relevant documentation
maintained for three vears after the final payment of
the contract?

X Yes XNo n ru¡n Remarks:

30 ls a log sheet maintained for a diary of activities
related to the contract? X Yes nruo n ru¡n Rema¡ks:

31. ls a computer file prepared for all contracts
administered? I Yes n ¡¡o fl N/A Remarks: Updated file.

32. ls a spreadsheet prepared listing all expenditures?
X Yes nNo n ruln Remarks: Updated file.

33. ls the notification to the contractor documented for
the start date for services to begin? X Yes n ¡lo I N/A Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

X Yes n ¡¡o [ ¡¡ln Remarks:

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02.1)

n Yes n ¡lo X ru¡n Remarks: No consultant service
contracts were obtained.

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. I, Ch. 3, Section 3.02.5)

! Yes nruo Xrun Remarks: No consultant service
contracts were obtained

37. Does Contract work only begin after approval of the
finalcontract? (SCM Vol. 1, Ch 4, Section 4.09) X Yes I f,lo nvn Remarks:

38. Are the requirements for Government Code Section
'19130 (a) or (b) documented and justified for
personalservice contracts? (GC 19130 & SCM Vol. l,
Ch. 7, Section 7.05)

X Yes n ¡¡o fl N/A Remarks:

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol.
Ch. 4, Section 4.09)

t, flYes XNo n ¡¡rn Remarks:
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' STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.Í\^/AY PATROL

a9MMAND TNSPEGTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Barstow Area
Division

lnland:
Chapter:

Three
lnspected by:

Lieutenant Jeffrev Kluq
Date:

12-04-08

:::::::::::::::: a---:::::::::::::::::::::::::::::::::::::::::::-

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or flll in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identifìed deficiencies, corrective action plans, and may be used to appeal fìndings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

n Division Level X Command Level

E Executive Office Level

tr
n
tr

Corrective Action Plan lncluded

Appeal lncluded

Attagþpents lncJuÇed

Follow-up Required:

n Yes X l.to

Forward to:

Due Date:

re Date:

/>',/' ' o/

Chapter lnspection: Chapter 3, Command Procurements/Contracts

lnspector's Comments Reqardinq lnnovative Practices:

Command ns for Statewide

s Findi

18. All employees associated with the management of contracts completed a CHP 78S. All CHP
78S's were placed in each employee's personnel file.

31. The Barstow Area computer file of all contracts was updated.

32. The Barstow Area spreadsheet of all contracts was updated.
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STATE OF'CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 5
Jeffrey Klug

Commander's Res

lns s Comments:

Required Action

Corrective Action Plan/Timelíne
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Page 3

I Review/Decision: (This shatt be the onty tevet of
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIjWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 1 of 3

Command:

Needles
Division: Inland Number: 834

Evaluated by:

Lt. J. P. Rasmussen
Date: 01/05/2009

Assisted by: Date:

::::::::::::::::::::::::::::::::::::::::::::::::=
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or defìciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

n Division Level X Command Level

n Executive Office Level n Voluntary Self-lnspection

Lead lnspector's Signature;

^
---<- ,/ /)" ¿42vrt'!l)

Follow-up Required:
IYes XNo E Follow-up lnspection

Commander's S¡gnature:

--_<;>
'----7),rrayn-t<) ¿ 7-

Date: 01/05/2009

For applicable policy, refer to: HPM 1 1.2, Chapter 7

1. Are participants in the procurement process at the
command level familiar with the related policies and
procedures for purchasing?

X Yes E Irto Evn Remarks:

2. Have Approvers/reviewers of purchases received
procurement training? X Yes nruo nvn Remarks: Commander and OAll

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

o Supplies for personally - owned equipment
. Commodities for personal use
. Confirming order
. Purchases via the internet

n Yes XNo nrun Remarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

n Yes n ¡¡o X N/A Remarks:

5. ls all required information entered on the CHP 43,
Purchase Requisition? X Yes ! tlo [ ¡¡rn Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

X Yes nruo fl Nrn Remarks:

7. Are expedited requests for the purchase of goods
fonryarded to the Assistant Commissioner, Staff, for
approval?

n Yes ENo X N/A Remarks:

CHP 680C (Rev 09€8) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

B. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals? X Yes ENo fl ru¡n Remarks:

9. Are the CHP 43, Purchase Requisitions,
competitively bid? X Yes fl I'lo [ ruln Remarks:

10. Does the CHP 3'15, Price Comparison Worksheet,
document at least two price quotations? X Yes n ¡lo n ruln Remarks:

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or modeljustified and in compliance with SAM
3555?

n Yes ! l,¡o X N/A Remarks:

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.3?

E Yes n ¡¡o X N/A Remarks:

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

n ves nruo X N/A Remarks:

14. Are items checked immediately for content and
damage when delivered? X Yes nNo nvn Remarks:

15. ls the "received copy" of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes n ¡lo n ru¡n Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

X Yes n ¡lo nvn Remarks:

17. ls FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X Yes nruo n ruln Remarks:

18. ls the original "received copy" retained by the
command for completion and fonrvarding to the FMS
when the comolete shipment is received?

X Yes nNo E uln Remarks:

19. Are Damaqed items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

n Yes XNo n ¡¡¡n Remarks: Area does not accept
damaged items.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. ls Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or'e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

n Yes nruo X N/A Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes nruo n ru¡n Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 11, Topic 4)

X Yes nruo n ru¡n Remarks:

23. Are decisions documented to create a papertrail
documenting the basis of the decisions made for the
purchase? (SCM Vol ll Ch. 2, Topic 11)

X Yes fl l,lo n ruln Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

! Yes XNo n ru¡n Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

:::::::::: : ::::: :: : : : ::::::::::: : :::::::::::::::: :--- ---
INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fìll in the blanks as indicated. Enler the chapter

number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal flndings. A CHP 51 Memorandum may be used if
additional space is required.

Command:

Needles
Division: lnland Chapter: 3

lnspected by:

Lt. J. P. Rasmussen
Date:

01t05t2009

TYPE OF INSPECTION

n Division Level X Command Level

n Executive Office Level

tr
n
n

Corrective Action Plan lncluded

Appeal lncluded

Attachments lncluded

Follow-up Required:

IYes XNo

Forward to:
lnland Division

Due Date: 1213112009

Commander's Signature:

- -=a-'2
J/>r¿rzto LI

Date:

011o512009

Chapter lnspectíon:

lnspector's Comments Regarding lnnovative Practices:

N/A

Command Suqqestions for Statewide lmprovement:

N/A

ln r'S F

All CHP 43 Purchase Requisitions and CHP 315 Price Comparison forms are maintained in a three ring

binder in the clerical office. All paperwork is readily accessible along with a log for tracking of all

requisitions. The Area Commander takes an active role and approves all requisitions and for the most
part has completed a majority of the requisitions himself. Outside of quarterly requisitions only budget
items requisitions have been completed.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2

Command:

Needles
Division: lnland Chapter: 3

lnspected by:

Lt. J. P. Rasmussen
Date:

01t0512009

Commander's R SE:

Command takes an active role in the decision to make purchases, completion of all requisition
documentation and monitors the delivery of items purchased. The commander routinely discusses the
status of requisitions with the clerical staff.

ln s Comments:

N/A

Required Action None

Corrective Action Plan/Timeline

N/A
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3

Command:

Needles
Division: lnland Chapter: 3

lnspected by:

Lt. J. P. Rasmussen
Date:

01t0512009

N/A

Review/Decision: (This shatt be the only level of

N/A

Lead lnspector's SignajglÈZ

.1),/ír:-??.n ?{-)
Date:

01t05t2009
Responding Conlmander's Signature (for appeal): Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 1 of2

Command:

Needles
Division: lnland Number: 834

Evaluated by:

Lt. J. P. Rasmussen
Date:01/05/2009

Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or defìciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

discrepancies and/or deflciencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

lnspection, the "Follow-up lnspection" box shall be marked and only defìcient items need to be re-inspected.

TYPE OF INSPECTION

fl Division Level X Command Level

n Executive office Level n Voluntary Self-lnspection

Lead lnspector's Signature:

^ /
<-rØr¿rt) 1tí)
/

Follow-up Required:
l-l Yes X No

LJ Follow-up lnspection Commander's Sionature:

--iíZt*v+t,f-) ./-7
Date: 01/05/2009

For applicable policy, refer to: HPM 1 1 .1 , Chapter 23

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? n Yes XNo n N/A Remarks:

2. Does all X Number file documentation contain the
STD. 204 Payee Data Record? X Yes nNo fl N/A Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approvalfrom the Business
Services Section commander?

n Yes !No X N/A Remarks:

4. Are X Number requests made prior to the date the
services are performed? X Yes nNo E ru¡n Remarks:

5. Are X Numbers issued for a one-time use?
X Yes l-l t¡o l-l rurn Remarks:

6. Are prohibited services performed using an X
Number? n Yes XNo n ruln Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? X Yes ENo n ¡l¡n Remarks:

8. Are X Numbers issued for telecommunications
related services pre-approved by
Telecommunications Section?

n Yes n ¡lo X N/A Remarks:

9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000
have prior approval from Facilities Section?

n Yes ENo X N/A Remarks:

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissioner?

E Yes nruo X N/A Remarks:

CHP 680E (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11. Do all X Numbers awarded to a non-small business
vendor contain three price quotations? n Yes nNo X N/A Remarks:

12. Do allX Numbers awarded to a small business
vendor contain the small business certification from
the Department of General Services (DGS)?

X Yes nruo n ruln Remarks:

13. Does the file documentation contain the STD.21
Drug Free workplace certification for X Number
vendors?

X Yes nNo E ruln Remarks:

14. Do emergency service X Numbers document and
justify the emergency? X Yes nruo fl rurn

Remarks:

15. ls the itemized invoice for each X Number service
maintained in the command's files? X Yes nNo fl N/A Remarks:

CHP 680E (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Needles
Division: lnland Chapter: 3

lnspected by:

Lt. J. P. Rasmussen
Date:

01t0512009

:::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::
INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter lnspection num¡er. Under "Forward to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

improvement, identified deficiencies, corrective action plans, and may be used to appeal flndings' A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

fl Division Level X Command Level

n Executive Office Level

n Corrective Actlon Plan lncluded

E Appeal lncluded

n Attacnments lncluded

Follow-up Required:

nYes XNo

Forward to:
lnland Division

Due Date: 12t31t2008 (

Commander's Signature:

------>----¡\ , -/
- /./-a.z,7z-->-t,.t-.t4 /,) Z-T

Date:

01t0512009

lnspector's Comments Regarding lnnovative Practices:

N/A

Now that all X Numbers are issued by Facilities Section rather than Division offices, Facilities Section

has to increase their authorization time after a request is made. Area has been waiting 7 weeks for

authorization to fix exterior security lighting for the Area office.

All paperwork for the X Numbers drawn during this inspection period was complete and located filed in a

3 ring'binder in the clerical office. One of the vendors providing service for an emergency repair to the

air cõnditioning service was completed by the contract vendor. This repair was outside the normal

services required by the contract so an X Number was used.

CHP 6804 (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPEGTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:

Needles
Divis¡on: lnland Chapter: 3

lnspected by:

Lt. J. P. Rasmussen
Date:

0110512009

N/A

CHP 6804 (Rev 09-08) OPI 0'10



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

Needles
Division: lnland Chapter: 3

lnspected by:

Lt. J. P. Rasmussen
Date:

01t05t2009

N/A

Pø ,ryysisnature:' ---,7//Å4WMi/__)
Date:

01 /05/2009

Rclponding Commander's Signature (for appeal): Date:

CHP 680A (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1of4

Command:

Needles
Division: lnland Number: 834

Evaluated by:

Lt. J. P. Rasmussen
Date:01/05/2009

Assisted by: Date:

:::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::-
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies with policy,

applicabte legal statues, or defciencies noted in the inspections shall be commented on via the "Remarks" section' Additionally, such

Oiscrepancieé and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

! Division Level X Command Level

n Executive Office Level X Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:
l-l Yes X No

E Follow-up lnspection Date:01/05/2009

For applicable policy, refer to. HPM 1 1.1, Chapter 22

1. ls a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

n Yes nruo X N/A Remarks:

2. ls a CHP 78 Contract Request used for one-time
services exceeding $4,999.99? n Yes nruo X N/A Remarks:

3. ls the Office of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract payable listed on the CHP 78?

n Yes nruo X N/A Remarks:

4. ls the performance of contract services monitored
and documented? n Yes nNo X N/A Remarks:

5. Are all copies of correspondence with the vendor
maintained? n Yes ENo X N/A Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

fl Yes nNo X N/A Remarks:

7. ls the final pioduct to be delivered described
specifically and in as much detail as possible in the
CHP 78?

! Yes ENo X N/A Remarks:

B. Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 1 1 .'1 ,

Chapter 22, before forwarding the CHP 78 or CHP
78A.?

n Yes E t'lo X N/A Remarks:

CHP 680F (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

n Yes nNo X N/A Remarks:

10. ls allwork completed and accepted by the
Department before expiration of contract agreement? ! Yes n ¡lo X N/A Remarks:

1 1. Are contract serylces performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9., review
progress reports and interim products)?

flYes n ¡lo X N/A Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

n Yes fl ¡lo X N/A Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

n Yes nruo X N/A Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

fl Yes n ¡¡o X N/A Remarks:

15. ls the final invoice identified and approved, as
appropriate ahd forwarded to Fiscal Management
Section for payment?

n Yes n ¡lo X N/A Remarks:

16. Are all applicable form sections of the CHP 78
completed? flYes nruo X N/A Remarks:

17, Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

E Yes E tlo X N/A Remarks:

18. Are allemployees associated with the management
of a contract completing the CHP 7BS, Conflict of
lnterest Statement, Employee, form?

E Yes ENo X N/A Remarks:

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

n Yes ENo X N/A Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%? l-l Yes [-l trto X N/A Remarks:

CHP 680F (Rev. 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HÍGFIWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract amendment request
more than one year? n ves nruo X N/A Remarks:

22. Are amendments requested before the expiration of
the original contract? n Yes E tlo X N/A Remarks:

23. ls a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rentalwhich is expected to exceed $4,999.99 in
total cost?

E Yes nNo X N/A Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approvalfrom Assistant
Commissioner, Staff?

n Yes nruo X N/A Remarks:

25. Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) finqerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) JanitorialServices
(5) ConsultingServices

X Yes nruo n ¡¡ln Remarks: Coordinated through Area
with Contracts Management Unit.

26 ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpetlnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Ma¡ntenance and Repair
(7) Fire Extinguisher Service
(8) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(1 1) Laundry/Linen Service
(12) Otîice Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair
(19)Uninterruptible Power Supply Maintenance and Repair

! Yes nNo X NiA Remarks:

CHP 680F (Rev 09-08) OPI 010



Page 4 of 4

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint information
fonruarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

X Yes nruo fl N/A Remarks:

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor's
personnel)?

E Yes n ¡¡o X N/A Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

X Yes n ¡lo n ¡¡ln Remarks:

30. ls a log sheet maintained for a diary of activities
related to the contract? n Yes XNo n ru¡n Remarks:

31. ls a computer file prepared for allcontracts
administered? n Yes XNo n ruln Remarks:

32. ls a spreadsheet prepared listing all expenditures?
n Yes XNo n Nln Remarks:

33. ls the notification to the contractor documented for
the start date for services to begin? X Yes INo fl N/A Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

X Yes n ¡lo n ruln Remarks:

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02.1)

n Yes nruo X N/A Remarks:

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch, 3, Section 3.02.5)

n Yes nruo X N/A Remarks:

37. Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) X Yes ! ¡lo E ruln Remarks:

38. Are the requiremênts for Government Code Section
19130 (a) or (b) documented and justified for
personalservice contracts? (GC 19130 & SCM Vol. I,

Ch. 7, Section 7.05)

E Yes n ¡lo X N/A Remarks:

39. Are any contract payments made prior to the final
approvaland execution of the contract? (SCM Vol I,

Ch. 4, Section 4.09)
! Yes ! tto X N/A Remarks:

CHP 680F (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

GOMMAND INSPEGTION PROGRAM
EXCEPTIONS DOCUMENT
:::::::::::::::::::::::::::_-:::::::::::::::::::::::::::::_::::::::::::-_
INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter lnspection number- Under "Forward to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

improvement, identifìed defìciencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is requi

Command:

Needles
Division: lnland Chapter: 3

lnspected by:

Lt. J. P. Rasmussen
Date:

01t0512009

TYPE OF INSPECTION

n Division Level X Command Level

n Executive Office Level

n
n
n

Corrective Action Plan lncluded

Appeal lncluded

Attachments lncluded

Follow-up Required:

nYes XNo

Fon¡vard to:
lnland Division

Due Date: 12131]2OOB

Commander's Signature:

_--<-2
- /ó, Bort t. t, 4,,-) /-7=

Date:

01/05/2009

lnspector's Comments Regarding lnnovative Practices:

N/A

The Needles Area has not originated any contracts at the Area level. Any contracts involving the Area

have been set up and approved through the Contracts Management Unit (CMU). Area has assisted with

collecting the fingerprints and driver License printout for the Janitorial contract and forwarded them to

CMU.

CHP 6804 (Rev 09-08) OPI 010



STATE OF CALIFORNIA. DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:

Needles
Division: lnland Chapter: 3

Inspected by:

Lt. J. P. Rasmussen
Date:

01t0512009

Commander's Response:

Area has only monitored work completed at the Area by vendors under contract by the State. All
preparation and approval of billing statements is handled through CMU.

lnspector's Comments:

N/A

Required Action None

Corrective Action Plan/Timel ine

N/A

CHP 6804 (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

Needles
Division: lnland Chapter: 3

lnspected by:

Lt. J. P. Rasmussen
Date:

0110512009

N/A

N/A

Lead I n9¡reeter-;; S i g natu re:

<-25zze'2.,1'z{)
Date:
01t0512009

Rlsponding Commander's Signature (for appeal): Date:

CHP 680A (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1of 2

Command:

Needles
Division: lnland Number: 834

Evaluated by:

Lt. J. P. Rasmussen
Date:01/05/2009

Assisted by: Date:

:::::::::::::::::::::::::::::::::::::- _ -
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

discrepancieõ and/or deflciencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up andlor corrective action(s) taken. lf this form is used as a Follow-up

TYPE OF INSPECTION

E Division Level X Command Level

I Executive Office Level E Voluntary Self-lnspection

Lead lnspector's Signature:

---*-2', 7.!) uu ? t r.7' l:¿ -/'

Follow-up Required:
X Yes l-l t,lo

E Follow-up lnspection Commyler| Signature:

1,)2/.¡; .2,2.'t, t * {\', ¿-'7-
Date: 01/05/2009

For applicable policy, refer to: HPM 11.2, Chapter 3

1, Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
lnterest Statement, Employee, form?

X Yes E I'lo tl N/A Remarks:

2. Are STD, 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

X Yes E tlo E rula Remarks:

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

X Yes E t¡o fl N/A Remarks:

4. Are California lntegrated Waste Management Board
Form74 documents maintained for each vendor
utilized?

X Yes E t'lo nvn Remarks:

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

n Yes XNo n ruln Remarks: Some business's a State
contract is signed. Other business's
the certification letter will be filed in

the future.

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

E Yes XNo nvn Remarks: The statement is reviewed
on the CHP 317. ln the future a

statement will be documented on the
oaoerwork for each Durchase

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? flYes XNo fl N/A Remarks:

8. Does the CHP 317 CalCard Log fully describe the
purchase? X Yes ENo fl N/A Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? X Yes nruo n ¡¡ln Remarks:

CHP 680D (Rev 09{8) OPI 01O
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION GHECKLIST
Chapter 3, Command Procurements
Gal-Card Program

10. ls the CHP 317 CalCard Log properly authorized
and maintained? X Yes nNo n ruln Remarks:

11. Are credit invoices/receipts for returned items
maintained with the bank statement? X Yes nruo n N/A Remarks:

12. Do non-itemized purchase receípts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

X Yes nruo fl ru¡n Remarks;

13. Are Cal Cards maintained in a secure area?
X Yes l-l lrto l-l N/A Remarks:

14. Are Cal Card purchases pre-approved by the
commander? X Yes nNo n ru¡n Remarks:

15. Have allcardholders received training on the
Department's procu rement processes? E Yes XNo fl N/A Remarks: Area's second Cal Card

holder has not attended the training

16. Are item(s) purchased with the Cal Card prohibited
by departmental policy? n Yes XNo n rurn Remarks:

cHP 680D (Rev 09{8) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPEGTION PROGRAM
EXCEPTIONS DOCUMENT

:::::::: :::::::::::::::::: :::::::::::::--:::::::::: - - - - - -
INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required

Command:

Needles
Division: lnland Chapter: 3

lnspected by:

Lt. J. P. Rasmussen
Date:

01t0512009

TYPE OF INSPECTION

n Division Level X Command Level

n Executive Office Level

X Corrective Action Plan lncluded

! Appeal lncluded

n Rttachments lncluded

Follow-up Required:

X Yes n ¡lo

Forward to:
lnland Division

Due Date: 1213112008 (

Commander's Sig nature:

^
-=J 

)

J/s.*,n--rt) ¿ r

Date:

01/05/2009

Chapter lnspection: Chapter 3 Command Procurements Cal Card Program

lnspector's Comments Reqardinq lnnovative Practices:

N/A

Command S for Statewide lm ment:

N/A

s Find

The certification letter regarding small businesses or DVBE from the Department of General Services
(DGS) was not attached to some of the statements for the Cal Card for vendors that the state does not

have a contract with.

No separate documentation was prepared "regarding fair and reasonable" when making purchases with

the Cal Card. The statement is reviewed on the CHP 317 Cal Card statement when purchases are

made.

The Area Commander and one of the Cal Card holders have attended procurement training. When local

training is provided in the future the second Cal Card holder will be scheduled to attend.

CHP 6804 (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI_IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2

Command:

Needles
Division: lnland Chapter: 3

lnspected by:

Lt. J. P. Rasmussen
Date:

01t0512009

Commander's nse:

Area will ensure a copy of the certification letter from DGS will be attached to all Cal Card invoices.
Area was unaware that separate documentation was suppose to made regarding "fair and reasonable"
when making purchases with the Cal Card. A separate notation will be made in the future. Additionally,
Area was not aware that all Cal Card holders were required to attend procurement training. The second
Cal Card holder will attend this training when available.

ln 's Comments:

N/A

Required Action:

1. Area shall ensure a copy of the certification letter from DGS for small businesses and DVBE is
maintained in file when a vendor meting the requirements is used.

2. A separate statement will be documented on the paperwork for Cal Card purchases regarding
"fair and reasonable" selection process was used when making purchases.

3. Areas second Cal Card holder will attend procurement training when available.

Corrective Action Plan/Timeline

Items #1 and #2 listed above will be done immediately when items are purchased. ltem # 3 will be

completed when procurement training is scheduled locally within the Division.

CHP 6804 (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3

Command:

Needles
Division: lnland Chapter: 3

lnspected by:

Lt. J. P. Rasmussen
Date:

0110512009

N/A

I ReviewiDecision: ffhis shatl be the onlv level of

N/A

Lead I ns,pectöl^Ð Sig natu re:

1-),4;on4,/4,/-2
Date:

0110512009

Rgfpo ndin g Comm ander's S ignature (for appeal): Date:

cHP 6804 (Rev. 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or flll in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fon¡rard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identifled deficiencies, corrective action plans, and may be used to appeal fìndings. A CHP 51 Memorandum may be used if
additional space is required.

Command:

Bishop
Division:
lnland

Chapter:

lnspected by:

Sot. Steohens. #10174
Date:

01t13t09

TYPE OF INSPECTION

I Division Level X Command Level

n Executive Office Level

n
n
n

Corrective Action Plan lncluded

Appeal Included

Attachments lncluded

Follow-up Required:

n Yes X l,lo

Fonvard to:

Due Date:

Chapter lnsoection:

lnsoector's Comments Reoardino lnnovative Practices:

lnspector has not identified any discrepancies. Area follows proper policy and procedures.

Command Suqqestions for Statewide lmprovement:

Bishop Area strictly adheres to policy and closely monitors all transactions.

lns 's Find

Bishop Area Supervisors currently conduct quarterly aud¡ts of Command Procurements. No
discrepancies were noted and all paperwork follows pol¡cy as outlined in HPM 11.2, Chapter 3.
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COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:

Bishop
Division:
lnland

Chapter: 3

lnspected by:

Sqt. Stephens, #10174
Date:

01113109

nsibilityfortheBishopCommandandenSureSallpoliciesandprocedures
are strictly adhered to.

Required Action

Corrective Action P lan/Timeline
None
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

Bishoo
Division
lnland

Chapter:
a

lnspected by:

Sqt. Stephens, #10174
Date:

01t13109

Lead ln{pþlor's Signatu,¡ø1 ,/ ,4
z4-"-s--r/ â22* lq

Date:

,/- lf' ãcc 2
Reçonding Commandels Signature (for ãfpeal): Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Ghapter 3, Command Procurements
Purchases

Page 1of 3

Command:

Moiave Area
D¡vis¡on:

lnland
Number:

830
Evaluated by:

J. Baird, #10680, Sqt.
Date:

12t0512008
Assisted by:

N/A
Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or defìciencies noted in the inspections shall be commented on via the "Remarks" section' Additionally, such

discrepancieé and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective actíon(s) taken. lf this form is used as a Follow-up

TYPE OF INSPECTION

n Division Level X Command Level

n Executive Office Level n Voluntary Self-lnspection

's Signature:

Follow-up Required:
E Yes X tlo ! Follow-up lnspection

Date:

/L'/s--7
For applicable policy, refer to: HPM 11.2, Chapter 7

',--/ \--z

1. Are participants in the procurement process at the
command levelfamiliar with the related policies and
procedures for purchasing?

X Yes nNo n N/A

Remarks: Participants in the
procurement process are familiar with
HPM 1't .2, Chapter 7, and related
policies.

2. Have Approvers/reviewers of purchases received
procurement training? X Yes !No E ruln

Remarks: Area approvers/reviewers
have received training in the
procurement process.

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

r Supplies for personally - owned equipment
. Commodities for personal use
. Confirming order
. Purchases via the internet

n Yes X t'lo nrun
Remarks: A random sampling of
completed CHP 43's was conducted.
None were found to contain
prohibited items.

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

X Yes !No !run Remarks:

5. ls all required information entered on the CHP 43,
Purchase Requisition? X Yes nNo !run

Remarks: A random sampling of
completed CHP 43's was conducted.
All CHP 43's were found to contain
the required information.

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

X Yes nNo ! ru¡a Remarks: All CHP 43's were found to
be properly numbered.

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

ffi Yes E tto n N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGÍjWAY PATROL

COMMAND ¡NSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 2of3

8. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals? I Yes n ¡lo n ru¡n Remarks:

9. Are the CHP 43, Purchase Requisitions,
competitively bid? X Yes nruo nrun Remarks:

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations? X Yes ! trlo !run

Remarks: CHP 3'15's were found to
contain two price quotes for
acquisitions valued at less than
s5.000.

1 1. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or modeljustified and in compliance with SAM
3555?

n Yes nNo X uln Remarks: Area had no limited
competitive bidding purchases.

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.3?

n Yes nNo Xvn Remarks: Area had no limited
competitive bidding purchases.

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justiflcation and NCB Corrective
Action Plan documents?

E Yes E tto Xvn Remarks: Not applicable at the Area
level.

14. Are items checked immediately for content and
damage when delivered? X Yes nuo ! N/A

Remarks: ltems received at Area are
immediately checked for content and
damage. Employees are aware
damage must be noted on the
deliverv reeeiot/slio.

15. ls the "received copy" of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes []uo n r.¡n Remarks: Area ensures purchase
orders are approved, dated, and
fonryarded to FMS within three
business days of receipt.

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

X Yes !No !run Remarks:

17. ls FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X Yes n ¡¡o ! N/A Remarks:

18. ls the original "received copy" retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes nruo ! ru¡n

Remarks:

19. Are Damaqed items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

X Yes n ¡¡o nrun
Remarks: Employee's are aware that
damaged items delivered bY the
supplier's employee are to be
refused
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. ls Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

[l Yes nNo nrun Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

I Yes n ¡lo !run Remarks: Area follows up on all
purchase orders that remain open
beyond a reasonable time period.

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 11, Topic 4)

X Yes fltto n ru¡n Remarks: Copies of purchase
requisitions/orders are maintained in
the command files in accordance with
current policy.

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol ll Ch. 2, Topic 11)

! ves nruo Xrun Remarks: Not applicable at the Area
level.

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

! Yes Xruo nrun Remarks: Area does no split
purchase orders to circumvent policy.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPEGTION PROGRAM
EXCEPTIONS DOCUMENT
Page 1

Command:

Moiave Area
Division:

lnland
Chapterl 3
lPurchases)

lnspected by:

J. Baird, #10680. Sgt,
Date:

12t05t2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fonruard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 5'1 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION

E Division Level X Command Level

n Executive Office Level

I Corrective Action Plan lncluded

! Appeallncluded

fl Attachments lncluded

Follow-up Required:

! Yes X tto

Fonivard to:

lnland Division

Due Date: 1213112008

Commander's Signature: Date:

/7--/s--(

Chapter Inspection: Chapter 3, Command Procurements/Purchases

lnspector's Comments Reqardinq lnnovative Practices:

None,

Command estions for Statewide I nt:

None.

SF S

The Mojave Area commander, Lieutenant Leach,#11073, was interviewed regarding his role as it
relates to purchase procedures. He is aware it is his responsíbility when signing the CHP 43 that the
requested item(s) meet the guidelines outlined in departmental policy. He ensures his designee is

aware of this responsibility as well. Area personnel involved in the acquisition process are familiar w¡th
departmental policy as it relates to inconsistent and incompatible activities.

A random inspection of several CHP 43's was conducted to determine compliance with departmental
policy. The command file contains properly completed CHP 43's and cop¡es of all related paperwork are

CHP 6804 (Rev. 0948) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page2

Command:

Moiave Area
Division:

lnland
Chapter: 3
lPurchases)

lnspected by:

J. Baird, #10680. Sgt.
Date:

12t05t2008

attached. Each CHP 43 was found to be properly completed and numbered consecutively. CHP 43's
were signed by the commander or his designee. When required, Division approvalwas obtained for
specialized items. Area does not split purchase orders to evade the bidding requ¡rements. CHP 43's
were submitted to PSU with all required attachments. Copies of purchase requisitions and purchase
orders are maintained in Area's command files for three years as required by departmental policy.

Items delivered to Area are checked immediately for content and damage. Area is aware of the proper
procedure to follow when damaged items are received. When all items are acceptable (no damage), the
"received copy" of the purchase order is approved, dated and fon¡¿arded to FMS within three business
days as required by policy. Area is aware of the procedure to follow when a partial shipment is received.

The Mojave Area purchases program is in compliance with current departmental policies and
procedures.

Commander's Resoonse:

Mojave Area is in compliance with current'policy for purchases outlined in Chapter 3.

I 's Comments:

N/A

NiA
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3

Command:

Moiave Area
Division:

Inland
Chapteri 3
(Purchases)

lnspected by:

J. Baird. #10680. Sqt.
Date:

12t0512008

A I Review/Dec¡sion: (This shall be the onty level of

N/A

Lead lnsoector's Sionafu re:

Z-/S-,--?3cn
Date:

/Z-",/3-A{
Responding Commander's Signature (for appeal): Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1 of2

Command:

Moiave Area
Division:

lnland
Number:

830
Evaluated by:

J. Baird, #10680, Sqt.
Date:

10t29t2008
Assisted by:

N/A
Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented oìr an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection,the..Follow-uplnspection''boxshallbemarkedandonlydeficientitemsneedtobe

TYPE OF INSPECTION

f] Division Level X command Level

E Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:
l-l Yes X tlo

Ll Follow-up lnspection Date:

i Z--25; -V
For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
lnterest Statement, Employee, form?

X Yes E tlo n ruln Remarks: An inspection of the Cal
Card command file was conducted.
CHP 7BS's are maintained in the file
for each of Area's Cal Card holders
(OSSI Palmer, #45'130, and Officer
Gohr. #12650).

2. Are STD. 21 Drug Free Workplace certifications
maintained within the CalCard command file for
each vendor utilized?

X Yes !No fl N/A Remarks: An inspection of the Cal
Card command file was conducted
and the STD 21 forms were attached
to vendor files.

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

X Yes fl tlo fl N/A Remarks: An inspection of the Cal
Card command file was conducted
and the STD 204 forms were
attached to vendor fìles.

4. Are California lntegrated Waste Management Board
Form74 documents maintained for each vendor
utilized?

I Yes n ¡lo n ruln Remarks: An inspection of the Cal
Card command file was conducted
and the CIWMB Form 74's were
attached to vendor files as
appropriate. Copies of the Fo¡m74
are attached to the CHP 317 Cal
Card Loq as required.

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

X Yes nruo n ru¡n Remarks: An inspection of the Cal
Card command file was conducted
and Small, Micro, and/or Disabled
Veteran-owned certification letters
from DGS were ettached to vendor
files as aooropriate.

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
iustifìed?

X Yes ! ¡lo fl N/A Remarks:

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? E Yes XNo n ru¡n Remarks: Area adheres to policy and

does not split multiple transactions to
circumvent purchase limits.

cHP 680D (Rev 09{8) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

8. Does the CHP 317 CalCard Log fully describe the
ourchase? X Yes [-l ¡lo l-l run Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? X Yes ! t'lo nrun Remarks: An inspection of the Cal

Card command file indicated bank
statements are reconciled with the
CHP 317 within three days of receipt
as required by policy. The
commander reviews and approves
documents.

10. ls the CHP 317 Cal Card Log properly authorized
and maintained? X Yes n ¡lo !run Remarks:

1 1. Are credit invoices/receipts for returned items
maintained with the bank statement? X Yes E ¡¡o !run Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

X Yes n ¡lo n ¡ln Remarks: An inspection of the Cal
Card command file was conducted
and it was found that itemized
receipts/invoices were attached to the
CHP 317. Area is aware of the
procedure to follow if an item is
purchased and the supplier does not
orovide an itemized receioUinvoice.

13. Are CalCards maintained in a secure area?
X Yes DNo !run Remarks: Both of Area's Cal Card

holders (OSSI Palmer, #A5130, and
Officer Gohr, #12650) maintain their
respective Cal Cards in secure
locations.

14. Are CalCard purchases pre-approved by the
commander? X Yes nNo nrun Remarks: ln the Area commander's

absence, OSSI Palmer, #45130, has
been authorized to pre-approve Cal
Card Purchases. This authorization
is documented in Area's Standard
Ooeratino Procedures.

15. Have all cardholders received training on the
Department's procurement processes? X Yes !No !run Remarks: OSSI Palmer, #45130,

and Officer Gohr, #12065, are the
only Cal Card holders at the Mojave
Area. They have both received the
appropriate training. CHP 3174's are
on file for each Cal Card holder.

16. Are item(s) purchased with the Cal Card prohibited
by departmental policy? fl yes XNo n Nln Remarks:

CHP 680D (Rev 0948) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 1

Command:

Moiave Area
Divis¡on:

lnland
Chapter:

3 (Cal Card)
lnspected by:

J. Baird. #10680. Sqt.
Date:

10t29t2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fon¡lard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
ímprovement, identified defìciencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION

n Division Level X Command Level

E Executive Office Level

f] Corrective Action Plan lncluded

n Appeal lncluded

n Rttachments lncluded

Follow-up Required:

nves Xruo

Forward to:

lnland Division

Due Date: 1213112008

Commander's Signature:

e#
lnsoector's Comments Reqardino lnnovative Practices:

None.

Command for Statewide

None.

r's Findi

The Mojave Area commander, Lieutenant Leach, was interviewed regarding his role as it relates to the
Cal Card program. He related the overall function of the Cal Card program is his responsibility. He has
a hands on approach in the oversight of the program and pre-approves all purchases. He has
designated OSSI Palmer, #A5130, the responsibility of pre-approving purchases in his absence. He

reviews all purchases, CHP 317's, bank statements and invoices/rece¡pts.

The Mojave Area has two Cal Card cardholders. Each cardholder is aware of the security
responsibilities of the Cal Card and its proper use. The cardholders have attended training in the use of
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2

Command:

Moiave Area
Division:

lnland
unapler:

3 (Cal Card)
lnspected by:

J. Baird, #10680. Sgt.
Date:

1012912008

the card and understand the policies and procedures contained in HPM 11.2, Chapter 3, Cal Card
Program. Training has been documented on a CHP 317A, Cal Card HolderAcknowledgment and
Responsibility form, which is retained in the Cal Card command file. Duties and responsibilities of the
cardholders are documented in the Area's Standard Operating Procedures.

A random inspection of several CHP 317's, Cal Card Log, was conducted to determine compliance with
departmental policy. Each transaction was found to be adequately explained and the purposes of the
purchases were documented. Each expenditure was verified with its corresponding invoice. Receipts
were found to contain the name of the vendor, description of item, quantity purchased, price per item
and amount of sales tax. Each expenditure was found to have been pre-approved by the Area
commander. All purchases were within the $1,000 limit. Splitting purchases to circumvent the single
purchase limit does not occur. Each CHP 317 contained the appropriate signatures.

The random inspection also included a review of several Cal Card bank statements. The postmarked
bank statement envelope was retained and attached to the bank statement. Each bank statement was
reconciled with the supplier receipts/invoices. No items were found to have been returned, therefore
there were no credits to verify. All documents were reconciled, reviewed by the Area commander and
forwarded to lnland Division within the three day limit.

A review of required documents to comply with the Governor's Executive Orders and mandated
legislation was conducted. Area's Cal Card command file was found to contain the following
documents, where required: STD. 21, Drug-Free Workplace Certification; STD. 204, Payee Data
Record; California Integrated Waste Management Board, CIWMB 74, California Certified Small, Micro,
and/or Disabled Veteran-owned Certification Letter; and Fair and Reasonable Certification.

The Mojave Area Cal Card program is in compliance with current departmental policies and procedures.

Commander's Res

The Cal Card program within the Mojave Area is in compliance with all current policies and procedures.
Much of the credit belongs to OSSI Sandra Palmer.

I s Comments:

N/A
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3

uomßland:

Moiave Area
D¡V¡sion:

lnland
Chapter:

3 (Cal Card)
lnspected by:

J. Baird. #10680. Sqt.
Date:

10t29t2008

I Review/Decision: ïhis shalt be the onlv level of

N/A

tead tP\ t'ff-,---,5¿'r- Date:

,/ z .g -a3
Responding Gommander's Signature (for appeal): Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 1 of 2

Command:

Moiave Area
Division:

lnland
Number:

830
Evaluated by:

J. Baird, 10680, Sgt.
Date:

11t03t2008
Assisted by:

N/A
Date:

::::::-::::::::::::::::::::::::::::::::::::::::::::::::::::::-:::::::::::::::::
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

f] Division Level X Command Level

n Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:
l-l Yes Xl ¡lo

E Follow-up lnspection Date:

/2- /{-{
For applicable policy, refer to: HPM 1 1.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? n ves XNo Erun Remarks: An inspection of theX

Numbers command flle was
conducted. Multiple X Numbers are
not awarded to vendors to circumvent
contract limits.

2. Does all X Number file documentation contain the
STD. 204 Payee Data Record? X ves nNo Erun Remarks: An inspection of the X

Numbers command file was
conducted and the STD 204 was
contained with the file documentation.

3. Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approval from the Business
Services Section commander?

X Yes ! trlo !run Remarks: One X Number was
obtained to provide temporary
janitorial service to the Area office.
Appropriate approval was obtained
through channels prior to the X
Number beinq awarded.

4. Are X Number requests made prior to the date the
services are performed? X Yes nNo ! N/A Remarks: An inspection of the X

Numbers command file found one
request for an X Number after the
service had been performed. This
was an unavoidable isolated incident
and is explained in the attached
Exceotions Document.

5. Are X Numbers issued for a one-time use?
X Yes [-l tto i-l N/A Remarks:

6. Are prohibited services performed using an X
Number? l-l Yes X ¡to l-l ruln Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? X Yes nruo Erun Remarks:

8. Are X Numbers issued for telecommunications
related services pre-approved by
Telecommunications Section?

X Yes nruo nNn Remarks: An inspection of theX
Numbers command file was
conducted. Telecommunications
Section pre-approved all X Numbers
issued for telecommunications related
servrces.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND ¡NSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000
have prior approval from Facilities Section?

n Yes nNo X ruln Remarks: No CHP 78X's were found
to contain facility related services in
excess of $1000.00.

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissioner?

n Yes nruo X N/A Remarks:

11. Do all X Numbers awarded to a non-small business
vendor contain three price quotations? n Yes X l.lo ! ru¡n Remarks: Some CHP 78X's were

found to not have three price
quotations. Most of these involved
emergency repairs that do not require
three price quotations. See
Exceptions Document for further
details.

12. Do allX Numbers awarded to a small business
vendor contain the small business certification from
the Department of General Services (DGS)?

X Yes n ¡lo !vn Remarks:

13. Does the file documentation contain the STD. 21
Drug Free workplace certìfication for X Number
vendors?

X ves n ¡lo fl N/A Remarks: An inspection of theX
Numbers command file was
conducted and the STD 21 was
contained with the fìle documentation

14. Do emergency service X Numbers document and
justify the emergency? I Yes ! t'lo fl N/A Remarks: All CHP 78X's for

emergency services were found to
have the emergency properly justified
in section 7 of the form.

15. ls the itemized invoice for each X Number service
maintained in the command's files? X Yes nruo fl N/A Remarks: An inspection of theX

Numbers command file was
conducted and the itemized invoices
were attached to copies of the CHP
78X.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPEGTION PROGRAM
EXCEPTIONS DOCUMENT
Page 1

Command:

Moiave Area
Division:

lnland
Chapter: 3 (X-
Number Proqram)

lnspected by:

J. Baird, #10680. Sgt.
Date:

1110312008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fìll in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter lnspection number. Under "Fonryard to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 5'l Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

! Division Level X Command Level

n Executive Office Level

n Corrective Action Plan lncluded

! Appeal lncluded

n nttachments lncluded

Follow-up Required:

n Yes X tlo

Foruvard to:

lnland Division

Due Date: 1213112008

Date:

(z^/;-l
Chaoter,lnspection: Chapter 3. Command Procure gram

lnspector's Comments Reqardinq lnnovative Practices:

None.

The Mojave Area commander, Lieutenant Leach,#11073, was interviewed regarding his role as it

relates io the X Number program. He related the overall function of the X Number program is his

responsibil¡ty. He has a hands on approach in the oversight of the program. He is normally advised of

all services/iepairs requiring an X Number. He reviews all CHP 78X's, X Number Service Order, and

approves them. He has designated OSSI Palmer, #A5130, the responsibility of Area's X Number

Coordinator and Sergeant McCormack, #11093, as the Alternate Coordinator.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2

Gommand:

Moiave Area
Division:

lnland
Chapter: 3 (X-
Number Prooram)

lnspected by:

J. Baird, #10680. Sgt.
Date:

11t03t2008

A random inspection of several CHP 78X's, X Number Service Order, was conducted to determine
compliance with departmental policy. The X Numbers command file contains properly completed STD
204's, Payee Data Record, and STD 21's, Drug Free Workplace Certification, for each vendor. These
forms expire after three years and are renewed with vendors, as needed, when subsequent X Numbers
are awarded. The forms are maintained alphabetically in a binder for ease of reference. X Numbers are
properly issued for one-time use and none were issued for prohibited services. ltemized invoices for
each X Number are maintained in the command files.

CHP 78X's for emergency and non-emergency services/repairs were reviewed for compliance with
departmental policy. CHP 78X's for non-emergency service/repair were, for the most part, completed
properly. ln instances where less than three vendor bids were obtained, the justification was contained
in Section 7 ,Type of Service Needed. By policy, the justification for less than three bids should be
explained in Section 14, Justification. This discrepancy was discussed with the Area commander and X
Number coordinator, Both related all future CHP 78X's will have the justification contained in Section 14
of the form. X Numbers awarded for emergency service/repair were found to be properly documented
on the CHP 78X. The reason and justification for the emergency service/repair was adequately
explained in Section 7 of the form.

One CHP 78X was found to have been completed after the vendor provided the service. This was
determined to be an isolated incident in which both Area and the vendor believed the service was
warranty related. The vendor responded to the Area office and made repairs to an electric gate. The
vendor later realized the repair was due to parts they had not installed and therefore the service was not
warranty related. The vendor subsequently submitted an invoice to Area for payment of services.
Request for payment of the invoice was made through appropriate channels to the offìce of Assistant
Commissioner, Field. Payment of the invoice was approved and an X Number was awarded to the
vendor.

The Mojave Area X Number program is in compliance with current deparlmental policies and
procedures.

Commander's onse:

One minor discrepancy was uncovered during this inspection and measures have been taken to correct
the situation. Overall, the X Number program in Mojave has been used very efficiently. The credit for
this success rests mainly with OSSI Sandi Palmer.

lns s Comments:

N/A
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3

Command:

Moiave Area
Division:

lnland
Chapter: 3 (X-
Number Prooram)

lnspected by:

J. Baird, #10680. Sgt.
Date:

11t03t2008

Review/Decision: ïhis shatl be the onlv level of

N/A
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, STATE OFCALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1 oÍ 4

Command:

Moiave Area
Division:

lnland
Number:

830
Evaluated by:

Sst. J. Baird, #10680
Date:

11t25t2008
Assisted by:

N/A
Date:

INSTRUCTIONS: Answer individual items with "Yes" or'No" answers, or fìll in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF ¡NSPECTION

n Division Level X Command Level

! Executive Office Level n Voluntary Self-lnspection
ñ./3

Lead lnspector's Signature:

Follow-up Required:
l-l Yes X wo

LJ Follow-up lnspection Date:

/2-/<--r
For applicable policy, refer to: HPM 1 1.1, Chapter 22

1. ls a GHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

! Yes n ¡lo Xrun Remarks: Contract requests are
prepared by the appropriate Office of
Primary lnterest (OPl). This is not an
Area function.

2. ls a CHP 78 Contract Request used for one{ime
services exceeding $4,999. 99? ! Yes nNo Xrun Remarks: Contract requests are

prepared by the appropriate OPl.
This is not an Area function.

3. ls the Office of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract payable listed on the CHP 78?

n Yes nruo X ru¡n Remarks: This is the responsibility of
the appropriate OPl. This is not an
Area function.

4. ls the performance of contract services monitored
and documented? ! Yes ! t¡o Xrun Remarks: This is the responsibility of

the contract manager. This is not an
Area function.

5. Are all copies of correspondence with the vendor
maintained? E Yes nruo Xrun Remarks: This is the responsibility of

the Contract Services Unit (CSU).
Th¡s is not an Area function.

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

n Yes [] tlo Xvn Remarks: This is the responsibility of
the CSU. This is not an Area
function.

7. ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

flYes nNo Xrun Remarks: This is the responsibility of
the contract manager. This is not an
Area function.

L Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A2

! Yes ! tto Xrun Remarks: This is the responsibility of
the appropr¡ate OPl. This is not an
Area function.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

fl Yes fl t¡o X N/A Remarks: This is the responsibility of
the contract manager. This is not an
Area function.

10. ls allwork completed and accepted by the
Department before expiration of contract agreement? ! Yes nruo X ru¡n Remarks: This is the responsibility of

the contract manager. This is not an
Area function.

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9., review
progress reports and interim products)?

n Yes I trlo X ru¡n Remarks: This is the responsibility of
the contract manager. This is not an
Area function.

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes nNo n ruln Remarks: All ¡nvoices are reviewed,
approved and forwarded for payment
to Fiscal Management Section (FMS)
within the appropriate time frame.

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

! Yes nruo Xrun Remarks: This is the responsibility of
the contract manager. This is not an
Area function.

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
flnal invoice?

n ves E tlo Xrun Remarks: This is the responsibility of
the contract manager. This is not an
Area function.

15. ls the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes fl No nrun Remarks: All invoices are reviewed,
approved and forwarded for payment
to FMS within the appropriate time
frame.

16. Are all applicable form sections of the CHP 78
completed? n Yes n ¡¡o Xun Remarks: This is the responsibility of

the contract manager. This is not an
Area function.

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
oropertv, or essential public services?

n Yes [] tto Xrun Remarks: Area has not had an
emergency contract

18. Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
lnterest Statement, Employee, form?

E Yes nruo X ruln Remarks: This is the responsibility of
the contract manager. This is not an
Area function.

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

n Yes ENo Xvn Remarks: This is the responsibility of
the contract manager This ¡s not an
Area function.

20. Are contract amendment request dollar amounts
increased more than 3O%? n Yes n ¡lo Xrun Remarks: This is the responsibility of

the contract manager. This is not an
Area function.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract amendment request
more than one year? I Yes nruo Xun Remarks: This is the responsibility of

the contract manager. This is not an
Area function.

22. Are amendments requested before the expiration of
the original contract? n Yes nNo XruN Remarks: This is the responsibility of

the contract manager. This is not an
Area function.

23. ls a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
totalcost?

n Yes []ruo x N/A Remarks: Area had no contracts for
commercial meeting/conference room
rentals.

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

n Yes n ¡lo x N/A Remarks: Area had no contracts for
conference room rentals.

25. Are California Depadment of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) finqerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) JanitorialServices
(5) Consulting Services

X Yes n ¡¡o Trun Remarks: DOJ and FBI fingerprint
and driver license checks are
conducted for the appropriate
contract vendors. Area has obtained
this information for such contracts as
the jan¡torial services provided for the
Cache Creek Scale facili$ and the
lnyokern Resident Post fac¡l¡ty.

26 ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpet lnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) F¡re Ext¡nguisher Service
(8) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(1 1) Laundry/Linen Service
('12) Off¡ce Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Serv¡ces (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair
(19)Unintenuptible Power Supply Maintenance and Repair

X Yes nNo n N/A Remarks: Driver license checks are
conducted as required for contracts
requiring intermittent maintenance or
service. Adverse information is
reported to CSU as required.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-{WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27 . Are all driver license and fingerprint information
fon¡varded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

X Yes nuo !vn Remarks: All information is forwarded
to CSU as required.

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

X Yes n ¡lo [] ruln Remarks: Adverse information is
fonrvarded to CSU as required.

29. Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

X Yes [] tlo nvn Remarks: All required papenruork is
retained in Area's command files as
required.

30. ls a log sheet maintained for a diary of activities
related to the contract? X Yes nNo fl N/A Remarks: A log sheet is maintained

on Area's LAN system for all
contracts.

31. ls a computer file prepared for all contracts
administered? n Yes []No Xun Remarks: This is the responsibility of

the contract manager. This is not an
Area function.

32. ls a spreadsheet prepared listing all expenditures?
! Yes !uo Xrun Remarks: This is the responsibility of

the contract manager. This is not an
Area function.

33. ls the notification to the contractor documented for
the start date for services to begin? n Yes nNo x N/A Remarks: This is the responsibility of

the contract manager. This is not an
Area function.

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

! Yes nruo X N/A Remarks: This is the responsibility of
the contract manager. This is not an
Area function.

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02.1)

! Yes n ¡¡o Xrun Remarks: This is the responsibility of
the contract manager. This is not an
Area function.

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3.02.5)

! Yes D f,lo Xrun Remarks: This is the responsibility of
the contract manager. This is not an
Area function.

37. Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch.4, Section 4.09) ! Yes f] I'to Xrun Remarks: This is the responsibility of

the contract manager. This is not an
Area function.

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personalservice contracts? (GC 19130 & SCM Vol. l,

Ch. 7, Section 7.05)

n Yes nruo XruN Remarks: This is the responsibility of
the contract manager. This is not an
Area function.

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. I,

Ch.4, Section 4.09)
n Yes DNo X N/A Remarks: This is the responsibility of

the contract manager. This is not an
Area function.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIG}íWAY PATROL

GOMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 1

Command:

Moiave Area
Division:

lnland
Chapter:

3 (Contracts)
lnspected by:

J. Baird, #10680, Sgt.
Date:

11t25t2008

:::::::: ::::::::::::: ::: ::::: : - -
INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION

n Division Level X Command Level

E Executive Office Level

n Corrective Action Plan lncluded

n Appeal lncluded

n Attachments lncluded

Follow-up Required:

E yes X t¡o

Forward to:

lnland Division

Due Date: '1213112008

Commander's Sig nature: Date:

t2-ts - ç-
Chapte¡' lnspection: Chãþter 3, Command Procurements/Contracts

lnsoector's Comments Reqardinq lnnovative Practices:

None.

Command s for Statewide lmprovement:

None.

ln ctor's Findinqs:

After a review of the Command lnspection Program lnspection Checklist it was determined the majority
of the inspection items are the responsibility of the appropriate Office of Primary lnterest and/or Contract
Services Unit. The inspection checklist items related to Area's involvement in the contract process were
addressed through this self-inspection.

Contractual invoices for payment are reviewed and approved to substantiate expenditures for work
performed and to prevent penalties from being assessed. After being reviewed and approved by the
Area commander or h¡s designee, all invoices are fonryarded to Fiscal Management Section within the
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIjWAY PATROL

GOMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2

Command:

Moiave Area
Division:

lnland
Chapter:

3 (Contracts)
lnspected by:

J. Baird, #10680, Sgt.
Date:

11t25t2008

appropriate time frame. lnvoices, records, and relevant documentation are retained in Area's command
file for three years.

DOJ and FBI fingerprint and driver license checks are conducted for the appropriate contract vendors.
Area has obtained this information for such contracts as the janitorial services provided for the Cache
Creek Scale facility and lnyokern Resident Post facility. Driver license checks are conducted as
required for contracts requiring intermittent maintenance or service. Adverse information discovered
during these checks is reported to CSU as required.

Mojave Area's involvement in contractual issues is in compliance with current departmental policies and
procedures.

Commander's R nse:

Area's responsibility in this inspection is limited. However, our obligations have been consistently met.

Additionally, contracts are suspensed to the Area Coordinator six months prior to their expiration to allow
them to ensure the renewal is in process, plan for an extension if needed, and review the pedormance
of the vendor.

lnsoector's Comments:

N/A

N/A
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3

Command:

Moiave Area
D¡v¡sion:

lnland
Chapter:

3 (Contracts)
lnspected by:

J. Baird, #10680, Sst.
Date:

11t2512008

I Review/Decision: (This shall be the only levet of

N/A

Lead lnspector's Sigl4ture'";3-:á3¿r Date:

/Z'5".2.9
Relpond in g Commander's Sig nature (for appeal) : Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION GHECKLIST
Chapter 3, Command Procurements
Purchases

Page 1 of3
Command:

Bishoo
Division:

lnland
Number:

825
Evaluated by:

R.A. Stephens, Sqt.
Date:

12t06t2008
Assisted by:

OSSI Brewer
Date:

12t06t2008

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deflciencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

! Division Level X Command Level

n Executive Office Level n Voluntary Self-lnspection

Follow-up Required:
IYes Xruo fl Follow-up lnspection

Date: I

<12 r 'r
For applicable policy, refer to: HPM 1 1.2, Chapter 7

1. Are participants in the procurement process at the
command level familiar with the related policies and
procedures for purchasing?

X Yes nruo n ruln Remarks:

2. Have Approvers/reviewers of purchases received
procurement training? X Yes nuo n ru¡n Remarks:

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

. Supplies for personally - owned equipment

. Commodities for personal use

. Confirming order

. Purchases via the internet

I Yes X t'lo n ru¡n Remarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

X Yes nruo [ ¡r¡n Remarks:

5. ls all required information entered on the CHP 43,
Purchase Requisition? X Yes XNo n ru¡n Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

X Yes nruo n ¡¡¡n Remarks:

7, Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

X Yes E f,¡o n uln Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals? X Yes n ¡lo nrun Remarks:

9. Are the CHP 43, Purchase Requisitions,
competitively bid? X Yes nruo n N/A Remarks: Due to our rural location,

competitive bid's are not always
possible,

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations? X Yes nruo n rula Remarks:

11. Are Limited Competitive Bidding purchase requests
that f imit or restrict the purchase to one specific
brand or modeljustified and in compliance with SAM
3555?

E Yes n ¡to Xrun Remarks:

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.3?

n Yes n f,lo X ruln Remarks:

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

n Yes Eruo X ¡¡n Remarks:

14. Are items checked immediately for content and
damage when delivered? X Yes nruo nrun Remarks:

15. ls the "received copy" of the purchase order
approved, dated, and fonrvarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes n ¡lo E ru¡n Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

X Yes nruo [ ruln Remarks:

17. ls FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X Yes ENo E ru¡n Remarks:

'18. ls the original"received copy" retained by the
command for completion and forwarding to the FMS
when the comolete shioment is received?

X Yes nruo [run Remarks:

19. Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

X Yes E tlo E ruln Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
INSPEGTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. ls Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

X Yes nruo fl ru¡n Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes n f,¡o n ruln Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 1 1, Topic 4)

X Yes n ¡lo E ¡¡n Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol ll Ch. 2, Topic 11)

X Yes n ¡lo nrun Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

n Yes X lrlo nrun Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1 of 4

Command:

Bishop
Division:

lnland
Number:

825
Evaluated by:

R.A. Stephens, Sqt.
Date:

12t06108
Assisted by:

OSSI Brewer
Date:

12t06108

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

discrepancies and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

lnspection, the "Follow-up lnspection" box shall be marked and only deflcient items need to be re-inspected.

TYPE OF INSPECTION

n Division Level X Command Level

n Executive Office Level n Voluntary Self-lnspection

Lead lnspector's Signature:

.') ,'1 / /

,/r--('\ //- / )iT,/.7.f,22,
Follow-up Required:
l-l Yes X t¡o

LJ Follow-up lnspection Commander's !igna!u¡9-r .'

t 'r.. ,;,' '"u, t 1', 
,:' ,¿n . 

t 
'

,í--)(

For applicable policy, refer to: HPM 1 1.1, Chapter 22

1. ls a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

X Yes n ¡lo nNn Remarks: Usually done by
Headquarters or Facilities Section.

2. ls a CHP 78 Contract Request used for one-time
services exceeding $4, 999.99? n Yes X I'lo n ru¡n Remarks:

3. ls the Office of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract pavable listed on the CHP 78?

X Yes n ¡lo n ¡¡rn Remarks:

4. ls the performance of contract services monitored
and documented? E Yes X t¡o n ruln Remarks: Not documented at Area

level.

5 Are all copies of correspondence with the vendor
maintained? X Yes nruo E ru¡n Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

X Yes nruo n ruln Remarks:

7. ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

X Yes E tlo ! ruln Remarks:

L Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 1 1 .1,

Chapter 22, before forwarding the CHP 78 or CHP
78A.?

X Yes []No n rutn Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPEGTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

X Yes Euo n rutn Remarks: Done at Headquarters

10. ls allwork completed and accepted by the
Department before expiration of contract agreement? X Yes nruo nrun Remarks:

1'1. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9., review
progress reports and interim products)?

X Yes nruo n ¡ln Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes nruo fl run Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes nruo n ru¡n Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes nno nrun Remarks:

15. ls the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes I t'lo n ruln Remarks:

'16. Are all applicable form sections of the CHP 78
completed? X Yes nruo nrun Remarks:

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

X Yes E trlo n ruln Remarks:

18. Are allemployees associated with the management
of a contract completing the CHP 7BS, Conflict of
lnterest Statement, EmPloYee, form?

X Yes nruo n ruln Remarks:

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract fìle?

X Yes nruo ! rurn Remarks:

20. Are contràct amendment request dollar amounts
increased more than 30%? l--lYes [-l ¡to X N/A Remarks: Done at Headquafiers

CHP 6B0F (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract amendment request
more than one year? X Yes f] l,lo E ru¡n Remarks: Done at Headquarters

22. Are amendments requested before the expiration of
the original contract? X Yes nruo E ru¡n Remarks:

23. ls a service contract on a CHP 78, Contract Request
initiated for a ny commercial meeting/conference
room rental which is expected to exceed $4,999.99 in

totalcost?

E Yes n ¡¡o Xvn Remarks: Not done at Area level.

24. Do conference room rental costs exceeding the $500
per day limit have pre-approvalfrom Assistant
Commissioner, Staff?

X Yes n ¡¡o nrun Remarks:

25. Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) fingerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance anâ Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) Janitorial Services
(5) Consulting Services

X Yes n ¡¡o n ruln Remarks:

26 ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Malntenance and RePair
(3) Carpetlnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(B) Garage Door Maintenance and Repair
(9) GraphicArts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(1 1) Laundry/Linen Service
(12) Office Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Services
(15) Scale Maintenance and RePair
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
('18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

X Yes n ¡¡o n ruln Remarks: Completed if on-site more
than 30 days
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint information
foruvarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

X Yes n ¡lo n u¡n Remarks:

Zg- ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

X Yes ENo E uln Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

X Yes nruo [ ru¡n Remarks:

30. ls a log sheet maintained for a diary of activities
related to the contract? X Y¿s n ¡lo n ruln Remarks:

31. ls a computer file prepared for all contracts
administered? ! Yes X tlo n N/A Remarks: Not comPleted at Area

level

32. ls a spreadsheet prepared listing all expenditures?
n Yes X trlo n N/A Remarks:

33. ls the notification to the contractor documented for
the start date for services to begin? X Yes n ¡lo n ruln Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

X Yes E t¡o n ru¡n Remarks:

35. Do consultant services contracts of $1'000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02-1)

X Yes nNo nvn Remarks:

36 Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3.02.5)

X Yes E ¡lo E ru¡n Remarks:

37. Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) X Yes E l,¡o E ru¡n Remarks:

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. l,

Ch.7 , Section 7.05)

X Yes nruo nvn Remarks:

39. Are any contract payments made prior to the final
approvaland execútion of the contract? (SCM Vol. I

Ch. 4, Section 4.09)
X Yes nno fl un Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 1 of2

Command:

Bishoo
Division

lnland
Number:

825
Evaluated by:

R.A. Stephens, Sqt.
Date:

12t06t2208
Assisted by:

OSSl Brewer
Date:

1210612008

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or flll in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

discrepancies and/or deTiciencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected. _

TYPE OF INSPECTION

n Division Level X Command Level

n Executive Office Level I Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:
l-l Yes X ¡lo

l_J Follow-up lnspection oatfi, --, -" /
.r,t,'-/ 'l t. 't

For applicable policy, refer to: HPM 1 1 .1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? n Yes X tlo n ru¡n Remarks:

2. Does all X Number file documentation contain the
STD. 204 Payee Data Record? X Yes nruo nrun Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approval from the Business
Services Section commander?

X ves nruo n ru¡n Remarks:

4. Are X Number requests made prior to the date the
services are performed? X Yes n ¡lo n ruln Remarks:

5. Are X Numbers issued for a one-time use?
X Yes [-l ¡to l-l ru¡n Remarks:

6. Are prohibited services performed using an X
Number? n Yes X ¡to fl ru¡n Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? I ves n ¡lo n ru¡n Remarks:

8. Are X Numbers issued for telecommunications
related services pre-approved by
Telecommunications Section?

X Yes ENo n ru¡n Remarks:

9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000
have prior approval from Facilities Section?

X Yes D t¡o fl rurn Remarks:

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissioner?

X Yes nruo n ru¡n Remarks:

CHP 680E (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 2of2

1 1. Do all X Numbers awarded to a non-small business
vendor contain three price quotations? X Yes nruo n ru¡n Remarks: Due to our rural location

obtaining three separate bid's does
not alwavs occur.

12. Do allX Numbers awarded to a small business
vendor contain the small business certification from
the Department of General Services (DGS)?

X Yes nruo nun Remarks:

13. Does the file documentation contain the STD. 21

Drug Free workplace certification for X Number
vendors?

X Yes nNo nrun Remarks:

14. Do emergency service X Numbers document and
justify the emergency? X Yes n ¡lo n rura Remarks:

15. ls the itemized invoice for each X Number service
maintained in the command's files? X Yes nNo nNn Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
¡NSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page l of 2

Command:

Bishoo
Division:

lnland
Number:

825
Evaluated by:

R.A. Stephens, Sqt.
Date:

12t06t2008
Assisted by:

OSSI Brewer
Date:

12t06t2008

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deflciencies shall be documented on an Exceptions Document and addressed to the nexl level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

n Division Level X Command Level

n Executive Office Level ! Voluntary Self-lnspection

Lead I nspector's Signature:

/
Follow-up Required:
E Yes X t',lo

! Follow-up lnspection Date:

''l 'tl¿il

For applicable policy, refer to: HPM 11,2, Chapter 3

1, Are all employees associated with the use of the Cal-
Card program completing the CHP 7BS, Conflict of
lnterest Statement, Emplovee, form?

X Yes nruo nrun Remarks:

2. Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

X Yes nruo n ruln Remarks:

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

X Yes nruo nrun Remarks:

4., Are California lntegrated Waste Management Board
Form74 documents maintained for each vendor
ulilized?

I Yes E t¡o Erun Remarks:

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

X Yes nruo n ruln Remarks:

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

X Yes nruo n ruln Remarks:

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? n Yes Xruo n ¡lln Remarks:

8. Does the CHP 317 Cal Card Log fully describe the
purchase? X Yes nruo n ru¡n Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? X Yes nruo n ru¡n Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

10. ls the CHP 317 Cal Card Log properly authorized
and maintained? X Yes nruo nun Remarks:

11. Are credit invoices/receipts for returned items
maintained with the bank statement? X Yes n ¡lo n ru¡n Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

X Yes nruo n ru¡n Remarks:

13. Are CalCards maintained in a secure area?
X Yes nruo l-l trun Remarks:

14. Are Cal Card purchases pre-approved by the
commander? X Yes nruo [run Remarks:

15. Have allcardholders received training on the
Department's procu rement processes? X Yes nruo fl Nn Remarks:

16. Are item(s) purchased with the CalCard prohibited
by departmental policy? n Yes X l,¡o Erun Remarks:

CHP 680D (Rev 0948) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA Hf GI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Bishop
Division:
lnland

Chapter:
3, Cal Card Program

lnspected by:

Sot. Steohens. #10174
Date:

01t13t09

:::::::::::::::::::::::::::::::::::::::::::::::::::::::::---__--
INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal fìndings. A CHP 51 Memorandum may be used if

additional

TYPE OF INSPECTION

n Division Level X Command Level

E Executive Office Level

tr
n
n

Corrective Action Plan lncluded

Appeal lncluded

Attachments lnótuded

Follow-up Required:

n ves X ¡¡o

Fon¡vard to:

Due Date:

Commander's Signature:

^ ,<'' , ''' l- ,,/

/ ;r:/2' --¡.i'ø1¿ '

Chapter Insoection:

lnsoector's Comments Reqardinq lnnovative Practices:

lnspector has not identified any d¡screpancies. Area follows proper policy and procedures.

Command Su stions for Statewide I

Bishop Area strictly adheres to policy and closely mon¡tors all transactions.

ector's Findi

Bishop Area Supervisors currently conduct quarterly audits of the Cal-Card Program. No discrepanc¡es
were noted and all paperwork follows policy as outlined in HPM 11.2, Chapter 3.
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DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:

Bishop
Division
lnland

Chapter: 3

lnspected by:

Sqt. Stephens,#10174
Date:

01113109

Commander assumes responsibility for the Bishop Command and ensures all policies and procedures

are strictly adhered to.

Required Action

Corrective Action Plan/Timeline
None

CHP 680A (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND ¡NSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

Bishop
D vision
lnland

Chapter:
J

lnspected by:

Sqt. Stephens,#10174
Date:

01t13109

I Review/Decision: (This shatl be the only level of

# za¿ zl
,k=-

Date

,/- z F -Jaoq
Re-sponding Commander's Signature (foi appeal); Date:

CHP 6804 (Rev 09'08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Bishop
Division:
lnland

Chapter:
3, Contracts

lnspected by:

Sqt. Stephens, #10174
Date:

01113109

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

improvement, identifìed deficiencies, corrective action plans, and may be used to appeal fìndings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

n Division Level X Command Level

! Executive Offìce Level

n Corrective Action Plan lncluded

! Appeal lncluded

n Attachments lncluded

Follow-up Required:

nves X ruo

Forward to:

Due Date:

Chapter lnspection:

lnspector's Comments Regarding lnnovative Practices:

lnspector has not identified any discrepancies. Area follows proper policy and procedures.

All contract requests are usually done by Facilities Section or Headquafters. Contract services are not

documented at Area level and Area does not prepare a computer file for all contracts. This is also done

at Headquarters or Facilities.

CHP 6804 (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI_ÍWAY PATROL

COMMAND INSPECT¡ON PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:

Bishop
Division:
lnland

Chapter: 3

lnspected by:

Sqt. Stephens, #10174
Date:

01/13/09

Comllander assumes responsibility for the Bishop Command and ensures all policies and procedures

are strictly adhered to.

lns r's Comments:

Management monitors Command procurements through quarterly audits and ¡nspections.

Required Action

Corrective Action Plan/Timeline
None

CHP 680A (Rev- 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

Bishoo
D vision
lnland

Chapter
3

lnspected by:

Sqt. Stephens, #10174
Date:

01t13t09

ReviewiDecision: ffhis shatt be the onlv level of

CHP 680A (Rev 0948) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI{WAY PATROL

COMMAND INSPEGTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Bishop
Division:
lnland

Chapter:
3, Purchases

lnspected by:

Sqt. Stephens, #10174
Date:

01t13t09

:::::::::::::::::::::::: :::::::: ::::::::
INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

ryPE OF INSPECTION

n Division Level X Command Level

E Execuiive Office Level

n
n
!

Corrective Action Plan lncluded

Appeal lncluded

Attachments lncluded

Follow-up Required:

flves X ruo

Forward to:

Due Date:

Commander's Signature:

/, ;, ..í _),, il':,, V'V'/,( ¿2"n:l u ir
Chapter lnspection:

lnspector's Comments Reqarding lnnovative Practices:

lnspector has not identified any discrepancies. Area follows proper policy and procedures.

Command s for Statewide lmprovement:

Bishop Area strictly adheres to policy and closely monitors alltransactions.

s Findinqs:

Bishop Area Supervisors currently conduct quarterly audits of Area's purchases. No discrepancies were
noted and all paperwork follows policy as outlined in HPM 11.2, Chapter 7.
It should be noted that due to the rural location, competitive bids are not always possible.

CHP 680A (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:

Bishop
Division:
lnland

Chapter: 3

lnspected by:

Sqt. Stephens. #10174
Date:

01t13109

ibilityfortheBishopCommandandenSureSallpolicieSandprocedures
are strictly adhered to.

Required Action

Corrective Action Plan/Timeline
None

CHP 6804 (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

Bishoo
Division:
lnland

Chapter:
3

lnspected by:

Sqt. Stephens, #10174
Date:

01t13t09

'-Y"%ry kZ* .tu 7#/a¿zt Date:

/' l.r- 2r'¿ q
Redponding Commandeis Signature (for áppeal): Date:

CHP 6804 (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Foruvard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identifled deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION

n Division Level X Command Level

n Executive Office Level

tr
n
tr

Corrective Action Plan lncluded

Appeal lncluded

Attachments lncluded

Follow-up Required:

n Yes X Irlo

Forward to:

Due Date:

Chapter Inspection:

lnspector's Comments Reqardinq lnnovative Practices:

lnspector has not identified any discrepancies. Area follows proper policy and procedures.

Command Su stions for Statewide lmprovement:

Bishop Area strictly adheres to policy and closely monitors alltransactions.

's Findi

Bishop Area Supervisors currently conduct quarterly audits of the Area's X-Number Program. No
discrepancies were noted and all paperwork follows policy as outlined in HPM 11.1, Chapter 23.

Due to Bishop Area's rural location obtaining three separate bids does not always occur.

CHP 680A (Rev 09-08) OPI 010
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"oalFoRNlADEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:

Bishoo
Div¡sion:
lnland

Chapter: 3

lnspected by:

Sot. Steohens. #10174
Date:

01t13109

Commander assumes respons¡bility for the Bishop Command and ensures all policies and procedures

are strictly adhered to.

Reouired Action

Corrective Action Plan/Timeline
None

CHP 6804(Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI{WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

Bishop
D vision
lnland

Chapter
3

lnspected by:

Sqt. Stephens, #10174
Date:

01t13109

/?/?r
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STATE OF CALIFORMA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 1of 3

Command:

Ør;ila;q;/orl
Division;

ln\and a2o
Evaluated bv:

øi,rul rl",on lvb r Åacynr,l
Date:\o/zt/o8

Assisted by: - t Date:

:::::::: ::::::::::::::::
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deflciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

n Division Level fi Command Level

! Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

{
Follow-up Required:
IYes Xruo I Follow-up lnspection

Date:

r r\au\cst
For applicable policy, refer to. HPM 1 1.2, Chapter 7

\

1 Are participants in the procurement process at the
command level familiar with the related policies and
proced ures for purchasing?

El Yes E trto n ruln

2. Have Approvers/reviewers of purchases received
procurement training? il Yes E t¡o n ¡¡¡n Remarks:

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

. Supplies for personally - owned equipment

. Commodities for personal use
¡ Confirming order
. Purchases via the internet

E Yes XXttlo n ru¡n Remarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

n Yes Xruo n ru¡n Remarks:

5. ls all required information entered on the CHP 43,
Purchase Requisition? ! ves n ¡lo n N/A Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

ffv"t nruo n rurn Remarks:

7. Are expedited requests for the purchase of goods
fon¡¿arded to the Assistant Commissioner, Staff, for
approval?

{Yes E l.¡o n ruln Remarks:
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STATE OF OALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 2of3

8. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals? ff ves nruo fl N/A Remarks:

9. Are the CHP 43, Purchase Requisitions,
competitively bid? fl ves E Irlo n ruln

A.,rlo T¿.ch ú?edb
Re ma rks : p ul rz_k I ¡ a-1-r1g

à¿t¿ias {ttr ù4 rae)l:
10 Does the CHP 315, Price Comparison Worksheet,

document at least two price quotations? .! ves E tlo n ruta

11 Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or modeljustified and in compliance with SAM
3555?

[]Yes I tlo El ¡r¡n Rema rks: + hed- purcr,Jasi n
LÈì \\ Sù nt)6fub"

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.3?

! Yes nruo E[ru¡n Remarks:

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justifìcation and NCB Corrective
Action Plan documents?

n Yes nruo F ru¡n Remarks:

14. Are items checked immediately for content and
damage when delivered? ãYes nruo n ru¡n Remarks:

'15. ls the "received copy" of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

{ves nruo E ¡yn Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

Xves E t¡o !run Remarks:

17. ls FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

n Yes Xruo fl N/A Remarks:

18. ls the original"received copy" retained by the
command for completion and fonrvarding to the FMS
when the complete shipment is received?

Elves nruo nrun Remarks:

19. Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

Sv"t n ¡¡o [] ru¡n Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Gommand Procurements
Purchases

20. ls Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

n Yes n f,¡o E ¡¡¡n Remarks:

hJ; no-t can dtd
ÂR

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

ðves nruo nrun Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 1'1, Topic 4)

{vu. nruo [] ruln Remarks:

23, Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol ll Ch.2, Topic 11)

n Yes K t¡o n ruln Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

! Yes KN" E ru¡n Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

uommand:

Bridoeoort
Division:

lnland
Chapter:

3; Purchases
lnspected by:

G. Montoomerv
Date:

1111412008

INSTRUCTIONS: This documen-t shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Forward to:" enter tñe next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identifìed defìciencies, corrective action plans, and may be used to appeal fináings. A CHÞ-S1 Memorandum may be used if
additional space i

TYPE OF INSPECTION

n Division Levet t"o^ 
^nd 

Level

n Executive Office Level

Follow-up Required:

! yes t"

! Corrective Action Plan lncluded

n Appeal lncluded

n Rttacfrments lncluded
Fon¡vard to:
lnland Division

Due Date: 1213112008

It would be of great assistance if Headquarlers published a list of current vendors under contract for
commodity purchases.

The suggestion made above would benefit the entire Department and reduce the need for assistance
from Headquarters.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPEGTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2

uommand:

Bridqeood
Division:

lnland
Chapter:

3: Purchases
lnspected by:

G. Montqomery
uate:

11t14t2008

Commander's Re

I concur most purchases are for Fleet Operations

's Comments:

None

Required Action: None

Corrective Action Plan/Timeline:

DNA
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

Bridqeport
D¡v¡sion:

lnland
Chapter:

3; Purchases
lnspected by:

G. Montgomery
Date:

11t14t2008

¡,/¡/¿¿
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STATE OF CALIFORNIA
DEeARTMENT or CÀr-rronñ¡n nlcuwny pATRoL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 1of 2

Command:

Pviàaauoft
D¡vis

ln
on:

ãv^r{
Number:

3Aô
Evaluatãqrd( ,orT^ Mnrtqornø/

Date:-

t/t4Jrß
Assisted by: Datè:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only defìcient items need to be re-inspected.

TYPE OF INSPECTION

n Division Level ffi Command Level

E Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

y$or tr't¿/

Follow-up Required:
fl Yes Xl trlo

Ll Follow-up lnspection UommancfÈri$.Sjonatufe: ìSrN-- Date:

\\\â t.\o{
For applicable policy, refer to: HPM 1 1 .1, Chapter 23

\ \ \

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? ! Yes XItlo ! ru¡n Remarks:

2. Does allX Number file documentation contain the
STD. 204 Payee Data Record? fi Yes n ¡lo fj ruln Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approval from the Business
Services Section commander?

! Yes n ¡¡o Etrrun Remarks:

4. Are X Number requests made prior to the date the
services are performed? XI Yes INo nrun Remarks:

5. Are X Numbers issued for a onetime use?
Xf Yes f] t¡o l-l ru¡n Remarks:

6. Are prohibited services performed using an X
Number? E Yes Ef ruo Dln Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? EfYes [] ¡lo E ru¡n Remarks:

8. Are X Numbers issued for telecommunications
related services pre-approved by
Telecommunications Section?

fl ves I ¡lo E[NN Remarks:

9 Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000
have prior approval from Facilities Section?

ffves ! ¡lo fl rurn Remarks:

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissioner?

! Yes fl No (r.rn Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 2 of2

11. Do allX Numbers awarded to a non-small business
vendor contain three price quotations? [[ Yes n ¡lo E ru¡n Remarks:

12. Do all X Numbers awarded to a small business
vendor contain the small business certification from
the Depaftment of General Services (DGS)?

n Yes nNo El rurn Remarks:

13. Does the file documentation contain the STD. 21

Drug Free workplace certification for X Number
vendors?

fl Yes nruo n ru¡n Remarks:

14. Do emergency service X Numbers document and
justify the emergency? þves n ¡¡o nvn Remarks:

15. ls the itemized invoice for each X Number service
maintained in the command's files? E[ Ye. nNo E ruln Remarks:
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srÁrE oF iru-rronrun
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

=::::::::::::::::::::
INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fon¡rard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identifìed deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

Command:

Bridqeport
Division:

lnland
Chapter:

3; X Number
lnspected by:

G. Montoomery
Date:

1111412008

TYPE OF INSPECTION n
n
n

Corrective Action Plan lncluded

Appeal lncluded

Attachments lncluded

E Division Level {co^^.nd Level

n Executive Office Level

Follow-up Required:

E Yes

None

Forward to:
lnland Division

Due Date: 1213112008

Command stions for Statewide lmprovement:

None

's Findinos:

Due to the remote Area of the Command, the three bid requirement is extremely difficult to obtain.
Certified Small Business and Minority Owned Businesses are few and far between. Many businesses
contacted are not aware of the Cedified Small Business program
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STATE OF òALIFORNIA
DEPARTMENT OF CALIFORNI/q H|G|-WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:

Bridqeport
Division:

lnland
Chapter:

3; X Number
lnspected by:

G. Montqomery
Date:

11t14t2008

Commander's SE:

The Area routinely explains the process for business owners to apply to be Certified Small Business
status.

lns 's Comments:

None
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srnre or ônrlFoRNrA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

GOMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

Bridoeoort
Division:

lnland
Chapter:

3; X Number
lnspected by:

G. Montqomery
Date:

11t14t2008

Review/Decision: (This shatt be the only level of

DNA

Lead lnspector's Signature: //û ,4, /.^,-
Responding Commandeïs Signaturé (for appeal): Date:
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STATE OF CALIFORNIA
DÉPARIMENT OF CALIFORNIA HIGI{WAY PATROL

COMMAND INSPEGTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1 of 4

Command:

?wíMnorL
Division:

lnla rrd
Number:

8.2Õ
Evaluated by:

Gre-t chen l/ovr\qorn ary
Date:

öt /o<-/etg
Assisted by: / Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

n Division Level ECommand Level

n Executive Office Level n Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:
! Yes Efño

L_.J Follow-up I nspection Date:

,2 ê'õ9

For applicable policy, refer to. HPM 1 1.1, Chapter 22
L--/

1. ls a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

flYes E[t,lo E ru¡n Remarks:

2. ls a CHP 78 Contract Request used for one-time
services exceeding $4,999.99? E Yes Elruo n ruln Remarks:

3. ls the Office of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract pavable listed on the CHP 78?

fl Yes Elt¡o n ru¡n Remarks:

4. ls the performance of contract services monitored
and documented? n Yes Elruo fl N/A Remarks:

5. Are all copies of correspondence with the vendor
maintained? EI Yes . n ¡¡o E ru¡n Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

[lYes E t'lo n ruln Remarks:

7. ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

ElYes n f,lo n ru¡n Remarks:

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 1 '1 .1 ,

Chapter 22, before forwarding the CHP 78 or CHP
784?

E Yes nruo K ru¡n Remarks:
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STATE OF CALTFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 2of 4

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

E Yes nruo El N/A Remarks:

10 ls allwork completed and accepted by the
Department before expiration of contract agreement? fi ves nruo E ¡lln Remarks:

11 Are contiact services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9., review
progress reports and interim products)?

fi Yes ! tlo X ru¡n Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

fi Yes n ¡lo n ru¡n Remarks:

13 Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

E Yes nruo E ¡¡¡N Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes nNo nvn Remarks:

15. ls the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

fl ves n ¡¡o n ru¡n Remarks:

16. Are all applicable form sections of the CHP 78
completed? I Yes n ¡lo El ru¡n Remarks:

17 . Do emergency contracts document and justify a

sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

! Yes n ¡¡o Elrun Remarks:

18. Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
lnterest Statement, Employee, form?

! Yes Ell,lo n N/A Remarks:

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

! Yes ! l,lo El rurn Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%? [-l Yes l--i tto Fl ¡¡n Remarks:

CHP 6B0F (Rev 09-08) OPI 010



Page 3 of 4

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract amendment request
more than one year? n Yes n ¡¡o Çl vn Remarks:

22. Are amendments requested before the expiration of
the original contract? flYes n ¡lo ErN/A Remarks:

23. ls a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rentalwhich is expected to exceed $4,999.99 in
total cost?

n Yes n ¡lo Xfrun Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

[] Yes E t¡o Elvn Remarks:

25. Are California Department of Justice (DOJ)and
Federal Bureau of lnvestigation (FBl) finqerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) Janitorial Services
(5) ConsultingServices

! Yes nruo ffvn Remarks:

26 ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpetlnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(8) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair

. (10) Heating, Ventilation, and Air Conditioning Service
-{1 1) Laundry/Linen Service
(12) Office Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
('17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair
(19)Uninterruptible Power Supply Maintenance and Repair

! ves Kr'¡o fl N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIjWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 4 of 4

27 . Are all driver license and fingerprint information
fon¡r¡arded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

n Yes Etr No n ruln Remarks:

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

n Yes E. t'lo fl N/A Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

fi ves !ruo nrun Remarks:

30. ls a log sheet maintained for a diary of activities
related to the contract? E Yes EI ¡,¡o n ru¡n Remarks:

31. ls a computer file prepared for all contracts
administered? n Yes Xl No nvn Remarks:

32. ls a spreadsheet prepared listing all expenditures?
n Yes K t¡o nvn Remarks:

33 ls the notification to the contractor documented for
the start date for services to begin? I v"" INo n rrlln Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

E Yes Kruo n ruln Remarks:

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02.1)

n Yes n ¡¡o Þl rurn Remarks:

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. I, Ch. 3, Section 3.02.5)

n Yes Eruo E ¡r¡n Rema¡ks:

37. Does Contract work only begin after approval of the
finalcontract? (SCM Vol. 1, Ch. 4, Section 4.09) [l Yes n ¡¡o n ruln Remarks:

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. I,

Ch 7, Section 7.05)

E Yes nruo E ru¡n Remarks:

39, Are any contract payments made prior to the final
approvaland execution of the contract? (SCM Vol. I,

Ch. 4, Section 4.09)
n Yes ElNo [] ru¡n Remarks:
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STATE.OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Bridoeport
Dvson
lnland

Chapter:

3: Contracts
lnspected by:

G. Montqomerv
Date:

01106t2009

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fìll in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fon¡uard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal fìndings, A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION n
n
!

Corrective Action Plan lncluded

Appeal lncluded

Attachments lncluded

n Division Level {Command Level

fl Executive Office Level

Follow-up Required:

n Yes El'Ño

Fonvard to:
lnland Division

12t31t2008

None

Command S ions for Statewide lm t

None

lns 's Findi

The Area relies on Headquarters to ensure contracts are completed on an annual basis. The Area
oversees that the requ¡rements of the contract are met and the appropriate service is completed.
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.STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2

Command:

Bridqeoort
Division:

lnland
Chapter:

3: Contracts
lnspected by:

G. Montqomery
Date:

01/06/2009

Commander's

The requirement that contracts are administered and completed by Headquarters lessens the workload
on the Area. The fact the contracts are handled by Headquarters ensures statewide continuity for
contracted services.l

I s Comments:

None

Required Action: None

Corrective Action Plan/Timeline:

DNA
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.STATE CF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

L;Ommand:

Bridoeoort
Division:

lnland
unapter:

3; Contracts
lnspected by:

G. Montoomerv
Date:

01t06t2009

Review/Decision: ffhis shan be the ontv levet of

DNA

' /o/u"
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STATE OF CALIFORNIA
DEPhRTMENÌ OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page l of 2

Command

Bridqeport
Division
lnla nd

Number:
820

Evaluated by
G Montqomerv

Date:
10t27 t2008

Assisted by: Date

INSTRUCTIONS: Answer individual items with "Yes" ôr "No" answers, orfill in the blanks as indicated Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspectìons shall be commented on via the "Remarks" section Additionally, such

discrepanciei and/or deficiencies shall be documented on an Excepiions Document and addressed to the next level of command

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

lnspectron, the "Follow,up lnspection" box shall be marked and only deficient iiems need to be re-inspected

TYPE OF INSPECTION

E Divislon Level ffi Command Level

fl Executive Office Level E Voluntary Self-lnspection

Lead lnspector's Signature:

rf/t/ìru1\tr60[nQ.cr,[ r æ'r'Y
Follow-up Required:
f-] Yes lX t,lo

L_l Fol low-up I nspectioñ-- W Date:

t>lto\ t-,t.'

For applicable policy, refer to: HPM 11.2, Chapter 3
\ ù

1. Are all employees associated with the ríse of the Cal-
Card program completing the CHP 78S Conflict of
lnterest Statement. Emplovee, form?

Sves E t'lo Evn Remarks

2 Are STD 21 Drug Free Workplace certifications
marntained wrthin the Cal Card command file for
each vendor utilized?

ffves ENo fl N/A Remarks

3 Are STD 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized ?

X ves INo n rurn Remarks:

4 Are California lntegrated Waste Management Board
Form74 documents maintained for each vendor
utilized?

E Yes ElNo fl N/A Renrarks:

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

'[f Yes ENo E rrl¡n Remarks:

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

Ç Yes E tlo I N/A

7 Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? ! Yes åruo n ru¡n Remarks:

8 Does the CHP 317 Cal Card Log fully describe the
purchase? (ves DNo n ruln Remarks:

9 Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? f,f ves I t'to fl N/A Remarks

CllP 6BOD (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 2 of 2

10. ls the CHP 317 Cal Card Log properly authorized
and maintained? ElYes fl tlo n ruln Remarks:

11. Are credit invoices/receipts for returned items
maintained with the bank statement? ffi ves nNo n rutn Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodrty,
quantity, and unit price of the item(s) purchased on
the bank statement.

Ef Yes E Irlo n ¡yn Remarks:

13. Are Cal Cards maintained in a secure area?
-R Yes l llo E ruln Remarks:

14. Are Cal Card purchases pre-approved by the
commander? ffi ves fl tlo Evn Remarks:

15. Have all cardholders received training on the
Department's procuremt:nt processes? K Yes nuo n N/A Remarks:

16. Are item(s) purchased t,;ith the Cal Card prohibiterd
by departmental policy'r n Yes fl ito E ruln R"r*ks,t igt a(^ Pvcl'il t i iod

Tløne, ïr'' fi'\u{or-
ù r,k r¿,Çav'clrrce-,.P,.

CHP 680D (Rev 09{8) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fonvard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

Command:

Bridoeport
Division:

lnland
Chapter:

3: Cal Card
lnspected by:

G. Montqomery
uale:

10t27t2008

TYPE OF INSPECTION n Corrective Action Plan lncluded

Attachments lncluded

n Division Level Wtco^-.nd Level

E Executive Office Level

Follow-up Required:

None

n
n

l-*ñon Yes

Fon¡vard to:
lnland Division

Due Date: 1213112008

Command S s for Statewide lm ent:

None

ln s Findinqs:

The Cal Card program has streamlined the Area's ability to purchase required items in an efficient
manner.

CHP 6804 (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPÏIONS DOCUMENT

Page 2

Command:

Bridqeport
D¡v¡sion:

lnland
Chapter:

3; Cal Card
lnspected by:

G. Montoomerv
Date:

10t27t2008

Commander's Re

The Cal Card is the most innovative program to date for the purchase of items required to operate at the
Command level.

lns 's Comments:

None

Requiled Action: None

Corrective Action Plan/Timeline:

DNA

CHP 6804(Rev 09{8) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

Bridqeport
Division:

lnland
Chapter:

3; Cal Card
lnspected by:

G. Montqomery
Date:

10t27t2008

Review/Decision: (This shatt be the ontv tevet of

DNA

Date:

/ ./,,/,p
Responding Commánder's Signature (for appeal):

CHP 6804 (Rev 09-08) OPI 010



SÏATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
ChapteÉ 3, Cornrnand procurements
Cal-Card Prograrn

Page 1of 2

Command:

lnland Comm
Division:

lnland
Number:

Evaluated by.

PSDSII fa Lisa Rodriquez
Date:

5/5/09
Assisted by:

OT Suzie Shaffer
Date:

5t5t09

s, or fiil in the branks as indicated. Any discrepancies with poricy,
be commented on via the,,Remarks" section. Additionally, sucñ
ons Document and addressed to the next level of command.

ÏYPE OF INSPECTION

fl Division Level I Command Level

f Executive Office Level ! Votuntary Self_tnspection

Lead lnspector's Signature.

\rtrvvv-L.tP r\gqull gu :

!Yes Xruo
I I t-uilow-up tnspectton icommanøers,signaþre:

''=d!^ !r/lÅ,
uate:

5 ?,d
For applicable policy, refer to: HpM 11.2, Chapter 3

l!

rrr v cur srrproyees assoctaleo wttn the use of the Cal_
Card program comptetíng the CHp 7gS, Conflict of
lnterest Statement, Employee, form?

X Yes

YesX

Xruo n ¡¡¡n Remarks

2. Are STD. 21 Drug f ree Workptacã certifícations
maintained within the Cal Card command file for
each vendor ulílized?

[ruo n ru¡n Remarks:

in the Cal Card command fÌle for each vendor
utilized?

X yes

I ves

!ruo I ru¡n Remarks

4. Are California lntegrated WasteManagement Board
Form74 documents maintainedfor eaôh vendor
utilized?

!ruo !ve Remarks:

il Urs vuiluuf ts a smail oustness or DVBt is utilized,
is the certifÌcation letter from the Department of
General Services maintained in the file?

X ves nruo I ¡¡¡N Remarks:

I 6 Whenfairand reasonaffi
I luas-onable method documented and properly

justified?

- 
order

to circumvent transaction purchase limits?

[JYes trNo I ruln Remarks:

fl Yes X ¡¡o J ru¡n Remarks

8. Does the CHP 31T Cal Card Log fully describe tfìe
purchase?

CalCard Log and the receipts/invoices?

I Yes nruo fl N/A Remarks

I yes I t¡o tr ¡'¡ln Remarks:

CHP 68oD (Rev 09-08) OP¡ O10
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STATE OFCALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command procurements {

Cal-Card Program

10 ls the CHP 3l
and maintained? X Yes I ¡¡o n ru¡n Remarks

n,e ursur. rrvutues/tecelpts lor returned items
maintained with the bank staternent? I ves trruo Jvn Remarks

uv I rrJr r-ll.gf I téeq pu
document the purch
quantity, and unit pr on
the bank statement.

X yes I ¡¡o n N/A Rernarks:

Þcuute afea I

4 X Yes Druo l-.1 ¡¡¡n Remarks:
,_. ,,e vqr vqru purul¿rses pre_approvgd þy thg

commander? X Yes Iruo I ¡un Remarks:

Depa nment'; ñ;;;äiiõåä""räY2""'"" X Yes n ¡lo n ru¡n Remarks

, , v rrs' r\ù¡/ purer rdssu wtln Ine Ual Uard prohibited
by departmental policy? n yes X trlo ' n ¡l¡n Remarks:

CHP 6800 (Rev 09-08) Opt OtO



STAÏE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFÍWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 1 of 2

: I Chapter:

lnland Comm I lnland I g
lnspected by: I Date:

PSDSII Ta Lisa Rodriquez | 5/5/oe

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fìll in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document

shall be routed to and its due date, This document shall be utilized to document innovative practices, suggestions for statewide

improvement, identified deficiencies, corrective action plans A CHP 51 Memorandum may b

TYPE OF INSPECTION

n Division Level X Command Level

n Executive OffÌce Level

Total hours expended on the
inspection:
1

n

n

Corrective Action Plan lncluded

Attachments lncluded

Follow-up Required:

l-l Yes X tto

Fon¡r¡ard to:

Due Date:

Chapter lnspection:

lnspector's Comments Reqardinq lnnovative Practices:
None

None

ãndproceduresoutlinedintheCal-CardProgram.

lnspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,

etc.

CHP 680A (Rev 0249) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2 of 2

command lD¡vision: lChaPter:

lnland Comm I lnland I 3
nspected by: I Date:

PSDSII Ta Lisa Rodriquez | 5/5/os

Reouired Action

Corrective Action Plan/Timeline

Employee would like to discuss this report with
the reviewer.

HPM 9.1. Chaoter I for

Reviewer discussed this report with
employee

n concur f] oo not concur

CHP ô804 (Rev 02-09) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHEC"KLIST
Chapter 3, Cornrnand procurements
Purchases

Page 1of 3

Comrnand.

lnland Comm
Division: I

lnland
Number

Evaluated by:

PSDSII Ta Lisa Rodriquez
Date:

5/5t09
Assisted by:

OT Suzie Shaffer
Date:

5/5t09

ÏYPE OF INSPECTION

f, Division Level X Command Levet

! Executive offrce Lever ! Voruntary serf-rnspection

Follow-up Required:

XruoYes ! Follow-up lnspection
Date:

ì/ (-'
For applicable policy referto: HpM 11.2, ChapterT

c o m m a n d I e v e r ra m i r i a f ffiti ffi 3' :Jl : i# i'"ì :" åi :i,
procedures for purchasing ?

X Yes trruo I rutn Remarks:

, ¡qve ^lrprvvEr ù/tsvrewetS or pufcnases rgcelvgd
procurement training? X Yes D t'¡o n ru¡n Remarks

^r e yruilrr/rËu il.cllts procufeo On UHp 4J, pUfChaSeS
Requisitions?

. Supplies for personally - owned equipmento Commodities for persona I use. Confirming order
. Purchases via the internet

-,,L__J Y eS Xwo tr ¡¡¡n Remarks.

'4

p repa re d ror com modì; i,äülXi1ffjJ,ïi:H
different suppliers or from different statewide
commodity contracts?

X Yes nruo tl N/A Remarks:

rÞ dr ryqureu rnrormalton entered on the CHp 43,
Purchase Requisition? X Yes nruo T ¡¡¡N Remarks:

A Ara +t-a^ a\ll
I rdÞtr f\equtst0ons, numoered

consecutively, starting anew at the beginning of each
fiscal year (Juty 1)?

I ves Xno X ¡¡¡n Remarks

/-1rs Ë^peur.eu requesls ror tne purchase of goods
forwarded to the Assistant Cornmissioner, Staff, for
approval?

X ves Iruo tr ruln Remarks:

CHP 680C (Rev 09{8) OPt 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command procurements
Purchases

I Do specialized items puicfrasøõñtain tnã
appropriate Division, and/or Opl approvals? X Yes !No n ¡¡ln Remarks

/ Uv Lrrç vr tr ÈrJ, ruf uilase ñgqulslllons,
competitively bid? X Yes !ruo

-L-J trto

! t¡o

fl N/A Remarks;

Remarks:

Remarks:
ICC does not process Limrted
Competitive Biddrng purchase
requests

10 Does the CHP 3
document at least two price quotations? X Yes n ¡¡ln

11. Are,Limited Competitive @
that limit or restrict the purchase io one specific
lgnd or modetjustified and in compliance with SAM
3555 ?

n Yes Xvn

^r s L¡iln rcnase requests
for iterns departmental
equipme 3SSS.3?

! ves !ruo x ¡¡ln Remarks:
ICC does not process Limited
Competitive Bidding purchase
req uests

LJU ryur r-uornpeurrve Þto (NUB)purchase requests
contain the NCB justificatíon and NCB Corrective
Action Plan documents?

n Yes nruo lXr'¡tn Remarks:
ICC does not process Non-
Competitive Bid purchase requests

/-1ru r(crrru urtecKeo tmmeotately for content and
damage when delivered? X Yes n ¡¡o ! ru¡n Remarks:

15. ls the "received copy'of tne pffi
approved, dated, and fonruarded to the Fiscal
Management Section (FMS), Account payable Unit,
wíthín three business days of receipt, if ali items are
accepted?

X yes E t¡o T ru¡n Rernarks.

16. Are freight and/or packing stiþs atEcneO to tne
received copy of the purchase order and sent to
FMS?

X yes trruo n ru¡n Remarks:

rù r rvr{) pruvrucu ¡r pr¡orocopy oltne purcnase ofdef
and any approved freight or packing slips as
acknowledgement that a portion of ihe order has
been received?

X Yes Ewo tr ruln Remarks

rr uru ur rgrrdt reÇetveo copy retalned þy the
command for cornpletion and lorwarding to the FMS
when the cornplete shipment is receiveÀ?

X Yes []No Jvn Remarks

^r Þ rrdr I rdl-¿su trerTls oeilvereo Þy common carner
acknowledged on the freight bill by the carrier,s driver
before being accepted?

X Yes Iruo ! ru¡n Remarks

CHP 68oC (Rev 0948) OPt 010



Page 3 of 3
STATE OF CALJFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST I
Chapter 3, Command procurements
Purchases

20. ls Purchasing Services@
ímmediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an itern,-if it is
determined that a cornmodity requested on a CHp 43
is no longer needed and a purchase order has not
yet been prepared?

X Yes Iruo X ¡¡ln Remarks:

^rç vpçr yururdse urqets penoolcally rgvlewgd and
ínvestigated to ensure the orders are not opened for
an unreasonable lengih of time. (SAM g422.0)

I ves Eruo X ru¡n Remarks:
ICC has never had any open
purchase orders

1L. ^te vvvreÐ ur uru putÇlitse requlslllons and pufchase
orders maintained for three years after payment?
(SCM Vot. il, Ct1. 11,Topic 4)

purchase? (SCtV1 Vot il Ch, 2, Topic 1 1 )

X yes ! rvo tr ru¡n Remarks:

X yes n ¡¡o [ ru¡n Remarks:

¡1rç purur rcrÞc ut(]ets spilI to evaqe competltlvg
bidding requirements or to circurnvent the
Department's delegated purchase authority lirnits?
(Public Contracts Code Section 10329)

fl Yes X t¡o I rula Remarks.

CHP 680C (Rev 0948) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIjWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 1 of 3

Command: lDivision: lu
lnland Comm I lnland I g
lnsæcte¿ 6V: I Date:

PSDSII Ta Lisa Rodriquez I s/s/oe

::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::
INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter lnspection number. Under "Fonryard to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

TYPE OF INSPECÏION

fl Division Level X Command Level

D Executive Office Level

Total hours expended on the
inspection:
1

!

n

Corrective Action Plan lncluded

Attachments lncluded

Follow-up Required:

l-l Yes X l¡o

Fonruard to:

Due Date:

Chaoter lnspection:

lnspector's Comments Reqardinq lnnovative Practices:
None

rocedures outlined for Command

Procu rement Pu rchases.

lnspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,

CHP 6804 (Rev 02-09) OPI 010
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COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2 of 3
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3 of 3

Reouired Action

Corrective Action Plan/Timeline

Employee would like to discuss this report with
the reviewer.
See HPM 9.1, Chapter I for a

Reviewer discussed this report with
employee

n Concur E oo notconcur

CHP 6804 (R€v 02-09) OPI 01o



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKI-IST
Chapter 3, Command procurements
X-Number Program

Page 1of 2
Comrnand:

lnland Comm lnland
Division Number:

Evaluated by:

PSDSII Ta Lisa Rodrisuez
Date:

5t5t09
Assisted by:

OT Suzie Shaffer
Date:

5/5/09

ff;iå:3T::)lÌi"il'y:l':*:flï1i:':T:,lj,i"Iî,^::)"1liyiÍÌ_orriil in rhe branks as indicated Any discrepancies wirh poricy,;; # *i.i i,.i ; ; ï :ï r ;H:' Ë r, :.:ì :';' Å1".j;å iiì il, ::J : ildiscfepancies andlor rlefraiennipc chail r.ra ^r^^, ilffi;i;å äJäJä llíil: ;"i',:i",ä:ïilfr:loFtlrthermore fhp Fvnanti^^ê n^^,,-^-l ^a-r :--¡Furthermore, the Exceptions Document .¡'rli i".1,,i" -;';^ì;;; ì,;::: 
r!.uvuur I rsr rr dr ru i'uu¡ esseo (o tne nexl level oÏ command'â^--^^¡:ve action(s) taken. lf this form is used as a Follow_upve acilon(s) taKen. ll tnts 10rm ts

s need to be re-inspected.

TYPE OF INSPECTION

! Division Level I Command Level (

! Executive Offlce Level ! Voluntary Self-lnspection\

Lead lnspector's Signature:

ruiluw-up ñegutreo: 
I 

LJ ro[ow-up lnspectiontrYes Xruo r

"rxiï"'Tffi Date:

5'¿.4
For appficable policy, refer to: HpM 1 1.1, Chapter 23 U

1 Are multiple X Numbers awarffi
to circurnvent the 94,9g9 contract limit?

o f-t^^^ ^[ v f,

tr Yes X ¡¡o tr rurn Remarks:

uveÐ q, /\ rrurrucr rrg uuuu[nentaflon contaln the
SïD. 204 Payee Data Record? I ves ! l.¡o tr ru¡a Rernarks:

uv /\ r\L¡r rucr ù rsLìurtng a contract (1.e., Janltor¡al or
landscaping) have prior approval from tñê Aus¡ness
Services Section commander?

! ves X l.¡o

[]wo

X ru¡n Remarks:
ICC does not process X Numbers
requiring a contract,

4. Are X Number requests maoffi
services are performed? X Yes Irun Remarks:

rrre ,r r\L.trrtpers tssueo lor a one-ttrne use?

-X:e_' l-l No l-l rr¡¡n Remarks:
v ^re yrvilrull,c;Lt ùyf vtues pef [ormeo uslng an Ã

Number?

'7 A¿^ V À1,,-a

tr yes XNo I ru¡n Remarks:

rut Lt te Pt ucurement oI a
service and not the purchase of a commodity? X Yes nruo n ru¡n Remarks.

J rut retecornmuntcatlons
related services pre-approved by
ïelecommunications Section?

X Yes Ewo tr ¡¡¡n Remarks:

rot tirc;iltiles relaled servtces
(such as roof repair, electrical) costing over $1,000
have prior approval frorn Facilities Seótion?

X Yes Xwo tr ru¡n Remarks:

r rut t¿rPseq contractual
agreements have prior approval by the appropriate
Ass istan t Cornmissioner?

E ves X tr¡o X N/A Remarks:
ICC does not process X Numbers
requirrng a contract

_l
CHP 680E (Rev 09-08) OPt Oj0



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIjWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 2of2

11. Do allX Numbers awarded to a nõñimall Ous¡ness
vendor contain three price quotations? I Yes []No T ru¡n Rernarks:

Lru dl /\ t\urnpets awafoeo tO a SfnAll þUStneSS
vendor contain the small business certification from
the Department of General Services (DGS)?

X Yes [] ¡lo fl N/A Rernarks:

13. Does the file documentation contain the SfO. Z
Drug Free workplace certification for X Number
vendors?

X ves nruo I ¡¡ln Remarks

14 Do emergency service X Numbers document and
justify the emergency? X yes nuo nvn Rerna rks:

15. ls the itemized invoice for each X Number service
maintained in the command's files? X Yes ! ¡lo X ¡¡¡n Remarks:

CHP 680E (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFÍWAY PATROL

COMMAND INSPEGTION PROGRAM
EXCEPTIONS DOCUMENT

Command: I Division:

lnland Comm I lnlandlnland Comm I lnland | 3
lnspected by: I Date:

PSDSII Ta Lisa Rodriquez J 
5/5/os

Pagelof3 | I 
'

::::::::::::::::::::::::::::::::::::::::
INSTRUCTIONS; This document shall be typed. Check appropriate boxes as necessary, or fìll in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fon¡rard to:" enter lhe nexl level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvemenl, identifìed defìciencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION

n Division Level X Command Level

n Executive Office Level

Total hours expended on the
inspection:
1

n

n

Corrective Action Plan lncluded

Attachments lncluded

Follow-up Required:

E Yes X tlo

Forward to:

Due Date:

Chapter lnsnection:

lnspector's Comments Reqardinq lnnovative Practices:
None

þoliciesandproceduresoutlinedfortheX-Number
Program.

lnspector's Comments: Shalladdress non concurrence by commander (e.g., findings revised, findings unchanged,

etc.

CHP 680A (Rev 02-09) OPI 010
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, STATEOF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

: lDivision: lOhaPter:
lnland Comm I lnland I S
lnspected by:

PSDSII Ta Lisa Rodriquez | 5/5/os
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPEGTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3 of 3

lnland Comm I lnland 3
Datet
5/5/09

lnspected by:

PSDSII Ta Lisa Rodriquez
f

Required Action

Corrective Action Plan/Timeline

Employee would like to discuss this report with
the reviewer.
See HPM 9.1, Chapter I for

Reviewer discussed this report with
employee

n Concur n oo not concur

CHP 680A (Rev 02-09) OPI 010



STAÏE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRA¡VI
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1of4

Command,

lnland Comrn
Divisíon

lnland
Number

Evaluated by:

PSDSII Ta Lisa Rodriquez
Date:

5/5/09
Assisted by.

OT Suzie Shafter
Date:

5/5/09

______:=::::::::::__::::::::::::=:::=::::::::::::::=::::::::=::::::=::::=
INSTRUCTIONS: Answerindividual itemswith"Yes"or"No"answers,orfill intheblanksasindicated Anydiscrepancieswithpolicy,
applicable legal statues, or defìciencies noted in the inspections shall be commented on via lhe "Remarks" section. Addilionally, suclr
discrepancies andlor deficiencies shall be documented on an Exceptions Document and addressed to the next level of cornmand
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

J Division Level X Conrmand Level

f, Executive Office Level I Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:
l_lYes Xruo

LJ Follow-up lnspection

ffii:i'^ff;Jt^
Date:

,5. L'al
For applicable policy, refer to: HPM 11.1 , Chapter 22 U

1 ls a CHP 78 Contract Request used to initiate all
se¡-vice coniracts which a¡-e i'epetitive, regardless of
the estimated dollar value?

! ves I ¡lo ñ7 r¡r¡
l J r\/f1

Remarks:
ICC does not process Command
Procurement Contracts

2. ls a CHP 78 Contract Requestused for one-time
services exceedin g $4, 999. 99? n Yes tr ¡lo X ru¡n Remarks:

3 terest (OPf ) tracking | -the requesting commanO I I Ves
sed, followed by 'CP" for I

the CHP 78? I

I ¡lo X u¡n Remarks:

4. ls the performance of contract services monitored
and documented? n yes n ¡lo X r.¡¡n Remarks:

5. Are all copies of correspondence with the vendor
maintained? n Yes I fr¡o X ruln Remarks:

6 Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

! ves INo X ruln Remarks:

7 ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

fl Yes Iwo X ¡¡¡n Remarks

8 Are all required levels of approval/signature obtained,
including the required documenlation and approvals
for expedite and emergency contracts per HPM 11 1,

Chapter 22, before forwarding the CHP 78 or CHP
78A?

! Yes !No X Nln Remarks:

CHP 580F (Rerz D9-08) OPl010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRA¡1JI
INSPECTION CHECKLIST
Chapter 3, Comrnand procurements
Contracts

I Are requests for contract servicffi
months frorn the anticipated start date of the contract
pre-approved by Assistant Commissioner Staff, for
expedited processing?

! yes

I Yes

! ves

trruo x ¡l¡e Remarks.

10 ls all work completed and accepted by the
Depadment before expíration of contract agreement? X ¡lo X ru¡n Remarks:

11 . Are contract services performed accordingrc il-,e
quality, quantity, objectives, timeframes, and in the
manner specifíed in the contract (e g , review
progress reports and interim products)?

Iruo X ru¡n Remarks:

/Þ\¡u rrvurues tor payment revtewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

n Yes tr ¡¡o Xvn

X ¡¡¡N

Remarks:

13. Are contract expenditures monitoreO to ensure tfrere
are sufficíent funds to pay for all services rendered
as required by contract?

n Yes nNo Renrarks:

14 Does the requestor verify the contraõtoihas fulfilled
all requirements of the contract before approving the
final invoice?

fJ ves trruo X ¡¡¡N Remarks

c, ts Ene lnat tnvotce ldentllled and approved, as
appropriate and forwarded to Fiscal Managemen
Section for payment?

n Yes fl ¡lo X N/A Rernarks:

16. Are all applicable form sect¡ons of tfie Cl-lp 7g
completed? n Yes ! tlo X rurn Remarks:

t. uu vt ilYf genÇy con
sudden, unexpecte
and imminent dang
rnitigate the loss or ímpairrnent of lífe, health,
property or essential public services?

f Yes I rvo X ¡lln Remarks:

rö Are al emptoyees associated with the management
of a contract completing the CHp 7gS, Conflict of
lnterest Statement, Employee, form?

! ves Iruo X ¡¡In Remarks

19 Are problems concerning the coñtractor,s
performance fully documented in writing and made a
part of the contract manager's contract file?

I Yes I fr¡o x ¡¡ln Remarks:

20 Are contract amendment request dollar amounts
increased more than 30%? fl Yes Iruo X r,¡tn Remarks

CHP 680F (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENÏ OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract arnendment request
more than one year? I Yes nruo X ruln Remarks:

22. Are amendments requested before the expiration of
the original contract? I Yes ! lt¡o X ru¡a Remarks:

23 ls a service contract on a CHP 78, Contract Request
in itiated for a ny commercial meetin g/conference
room rental which is expected to exceed $4,999.99 in
total cost?

I Yes ! ¡lo X ¡.¡¡A Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approvalfrom Assistant
Commissioner, Staff?

! ves nruo Xvn Remarks:

25 Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) finLerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) Janitorial Services
(5) ConsultingServices

n Yes E ¡¡o X ¡¡¡n Remarks:

26 ls a driver license check conducted for, but not
iimited to, all of the following types ol agreements, if
the contractor andlor specifically assigned personnel
are scheduled to be on-site for rnore than 30 days:

(1) Alarm and Fire Alarrn Monitoring
(2) Camera Maintenance and Repair
(3) Carpet lnstallation
(4) Díesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extingu¡sher Service
(B) Garage Door Maintenance and Repair
(9) Graphic Arts Equrpment Maintenance and Repair
(10) Heating, Ventilation, and Air Condítioning Service
(1 1) Laundry/Linen Service
(12) Office Machine Maintenanceand Repair
(13) Painting Services (interior of facility)
('l 4) Plurnbing Services
(15) Scale Maintenance and Reparr
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Servrces (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair
(1 9)Uninterruptrble Power Supply Maintenance and Repair

I Yes fi No X ivln Remarks
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSFECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint information
forwarded to ContractServices Unit (CSU), along
with the contract number for retention after
Commander review?

I Yes I tr¡o X ¡rrn Remarks:

28 ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
andlor criminal history information is received
regarding the contractor or the contractor' s
personnel)?

n Yes fruo X ru¡n Remarks:

29 Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

I Yes X rvo X ru¡n Remarks:

30 ls a log sheet maintained for a diary of activities
related to the contract? ! Yes I l.¡o X ru¡n Remarks

31. ls a cornputer file prepared for all contracts
administered? I Yes INo x N/A Remarks

32. ls a spreadsheet prepared listing all expenditures?
tr Yes INo X N/A Remarks:

33 ls the notification to the contractor documented for
the start date for services to begin? ! Yes ! ¡lo X ru¡n Remarks'

34 ls the contractor contacted to determine if ali invoices
have been received in order to oversee the
completion of the contract?

n Yes INo X ¡vn Remarks

35 Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. I, Ch. 3, Section 3.02.1)

I Yes I tlo X ru¡n Remarks

36 Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3 02.5)

X Yes []ruo X N/A Remarks:

37 Does Contract work only begin after approval of the
finalcontract? (SCM Vol 1, Ch 4, Section 4.09) I Yes Iruo X ru¡n Remarks.

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personalservice contracts? (GC 19130 & SCM Vol. l,

Ch 7, Sectíon 7.05)

f Yes f ¡lo X ¡r¡n Remarks

39 Are any contract payments made prior to the final
approvaland execution of the contract? (SCM Vol
Ch 4, Section 4 09)

f ves tr ¡to X ¡,¡ln Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 1 of 2

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter lnspection number. Under "Fon¡vard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identifìed deficiencies, corrective action plans. A CHP 51 Memorandum may b

Division:

lnland Comm I lnland I g
lnspected by: I Date

PSDSII Ta Lisa Rodriquez | 5/5/oe

I

TYPE OF INSPECTION

fl Division Level X Command Level

fl Executive Office Level

Total hours expended on the
inspection:
1

n

!

Corrective Action Plan lncluded

Attachments lncluded

Follow-up Required:

l-l Yes X tlo

Forward to:

Due Date:

Chapter Inspectlon:

lnspector's Comments Reqardinq lnnovative Practices:
None

Inspector's Comments: Shalladdress non concurrence by commander (e.g., findings revised, findings unchanged,

etc.

CHP 6804 (Rev 02-09) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2 of 2

Command: I Division:
I

lnland Comm I lnland 3
Daiei
5/5/09PSDSII Ta Lisa Rodriquez

Reouired Action

Corrective Action Plan/Timeline

Employee would like to discuss this report with
the reviewer,

HPM 9.1. Chapter 8 for

Reviewer discussed this report with
employee

n Concur n oo not concur
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION GHEGKLIST
Chapter 3, Command Procurements
X-Number Program

Page 1of 2

uommand:
Special Services

Division: lnland Number: 805

Evaluated by:
Lt. Oscar Medellin

lJate:

Januarv 8. 2009
Assisted by: Date;

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks,,ãection.' Àoãitiona¡y, suc¡discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-uplnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to bã re-insnectert

TYPE OF INSPECTION

n Division Level X Command Level

n Executive Office Level ! Voluntary Self-lnspection

Leao tnspector's Slgnature:

Follow-up Required:
I yes X trlo

L_l Follow-up lnspection uate:

rt,z Ic,1
For applicable policy, refer to: HPM 1 1 .1 , Chapter 23 01. Are multiple X Numbers awarded to the same vendor

to circumvent the $4,999 contract limit? ! ves X t,lo n ¡ln Remarks:

2. Does all X Number file documentation contain the
STD.204 Payee Data Record? I Yes E t¡o nrun Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approval from the Business
Services Section commander?

X Yes nruo nrun Remarks:

4. Are X Number requests made prior to the date the
services are performed? X Yes n ¡¡o [ ruln Remarks:

5. Are X Numbers issued for a one-time use?
X Yes l-l ruo f-l ru¡n Remarks:

6. Are prohibited services performed using an X
Number? n Yes X trlo n ruln Remarks: .

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? X Yes nruo nrun Remarks:

8. Are X Numbers issued for telecommunicationG
related services pre-approved by
Telecommunications Section?

X Yes fl ruo n ru¡n Remarks:

9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000
have prior approvalfrom Facilities Section?

X Yes E ¡¡o n ruln Remarks:

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Comm issioner?

! Yes Eruo X uln Remarks:

CHP 680E (Rev 09-08) OPI 0'10



Page 2of2
SÏATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPEGTION PROGRAM
INSPECTION GHEGKLIST
Chapter 3, Command Procurements
X-Number Program

11. Do all X Numbers awarded to a non-small business
vendor contain three price quotations? X Yes n ¡¡o nvn Remarks:

12. Do allX Numbers awarded to a smallbusiness
vendor contain the small business certification from
the Department of General Services (DGS)?

X Yes n ¡lo n Nln Remarks:

13. Does the file documentation contain the STD.21
Drug Free workplace certification for X Number
vendors?

n Yes nruo X Nln Remarks:

14. Do emergency service X Numbers document and
justify the emergency? I ves E tr¡o nva Remarks:

15. ls the itemized invoice for each X Number service
maintained in the command's files? n Yes nruo X ruln Remarks:

CHP 680E (Rev.09.08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALI FORNIA HI GHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Soecial Services
Divislon:

lnland
Chapter: 3

lnspected by:

Lieutenant Oscar Medellin
Date:
Januarv 8, 2009

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fonryard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION

n Division Level X Command Level

! Executive Office Level

n Corrective Action PIan lncluded

E Appeal lncluded

E Attachments l¡cluded

Follow-up Required:

n Yes X t'lo

Forward to:
lnland Division

Due Date: 1213112008

Date:

,Ir"[o"(

lnspector's Comments Reqardinq lnnovative Practices:

None

Command S stions for Statewide I

lns s Findinos:

A random sampling of X-number serv¡ce requests by lnland Division Special Services was conducted.
All service requests were issued for a one-time service, were competitively bid and containgd the
appropr¡ate documentation. Non-emergency services conducted by the vendor were not performed
prior to the X number service request start dates.

CHP 6804 (Rev.09-08) OPI 0'10



STATE OF CALIFORNIA
DEPARTMENT'OF CALIFORNIA HIGI.IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

uommano:
Special Services

Chapter: 3

rnspecteo þy:

Lieutenant Oscar Medellin
Date:

Januarv 6, 2009

Commander's Response:

lns s Comments:

CHP 6804 (Rev. 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT.OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command: utvtslon: unapter:

lnspected by: Date:

RevieWDecision: ffhis shalt be the onlv level of

CHP 6804 (Rev 0948) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION GHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1of 4

Command:

Soecial Services
Division: lnland Number: 805

Evaluated by:

Lt. Oscar Medellin
Date:

January 9, 2009
Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

box shall be marked and only deficient items need to be re-

TYPE OF INSPECTION

! Division Level X Command Level

E Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:
l-l Yes X tlo

L_l Follow-up lnspection (x;ff"iru_ ?*¿r
""i 

[,r[u'1

For applicable policy, refer to: HPM 1 1.1, Chapter 22 !-
1. ls a CHP 78 Contract Request used to initiate all

service contracts which are repetitive, regardless of
the estimated dollar value?

X Yes E ¡to n ruln Remarks:

2. ls a CHP 78 Contract Request used for one-time
services exceeding $4,999.99? X Yes nruo nvn Remarks:

3. ls the Office of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract pavable listed on the CHP 78?

n Yes nruo XruN Remarks:

4. ls the performance of contract services monitored
and documented? X Yes n f.¡o n ru¡n Remarks:

5. Are all copies of correspondence with the vendor
maintained? X Yes nruo n N/A Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

X Yes nruo fl N/A Remarks:

7. ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

X Yes n ¡lo fl ¡lln Remarks:

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 1'1.1, 

,

Chapter 22,before forwarding the CHP 78 or CHP
78A'?

n Yes nxo Xvn Remarks:

CHP 680F (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPEGTION GHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

! Yes n ¡¡o X ru¡n Remarks:

10. ls all work completed and accepted by the
Department before expiration of contract agreement? X Yes n ¡lo nrun Remarks:

1'1. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9., review
progress reports and interim products)?

X Yes nruo Erun Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

I Yes n ¡lo n ¡¡n Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes [] ¡lo n ruln Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes n ¡¡o n ruln Remarks:

15. ls the final invoice identified and approved, as
appropriate and foruarded to Fiscal Management
Section for payment?

X Yes ! l,¡o nvn Remarks:

16. Are all applicable form sections of the CHP 78
completed? ! Yes n ¡lo X x¡n Remarks:

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

I Yes n ¡lo n ruln Remarks:

18. Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
lnterest Statement, Employee, form?

I ves nruo n ¡ya Remarks:

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

I Yes ENo E ruln Remarks:

20.'Are contract amendment request dollar amounts
increased more than 30%? l-l Yes X lrlo l--ì ru¡n Remarks:

CHP 680F (Rev.09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION GHEGKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract amendment request
more than one year? n Yes Xruo n N/A Remarks:

22. Are amendments requested before the expiration of
the original contract? n Yes !ruo X ru¡n Remarks:

23. ls a service contract on a CHP 78, Contract Request
in itiated for any comm ercial meetin g/conference
room rentalwhich is expected to exceed $4,999.99 in
total cost?

! Yes nruo Xrun Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

n Yes n ¡lo X ru¡n Remarks:

25. Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) finqerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) JanitorialServ¡ces
(5) ConsultingServices

! Yes nruo Xrun Remarks:

26 ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpetlnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(B) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(1 1) Laundry/Linen Service
(12) Office Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Unintenuptible Power Supply Maintenance and Repair

I Yes n ¡lo n ru¡n Remarks:

CHP 680F (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPEGTION CHEGKLIST
Chapter 3, Command Procurements
Contracts

27 . Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

X Yes nruo n Nln Remarks:

28. ls CSU advised by the command to determíne if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor's
personnel)?

! Yes nruo X xln Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three vears after the final payment of
the contract?

I ves nruo n ruln Remarks:

30. ls a log sheet maintained for a diary of activities
related to the contract? ! Yes ENo X ruln Remarks:

31. ls a computer file prepared for all contracts
administered? n Yes n ¡lo Xrun Remarks:

32. ls a spreadsheet prepared listing all expenditures?
n Yes !ruo Xrun Remarks:

33. ls the notification to the contractor documented for
the start date for services to begin? n Yes nruo X N/A Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

I Yes n ¡¡o X N/A Remarks:

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. I, Ch. 3, Section 3.02.1)

n Yes Eruo X ruln Remarks:

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. I, Ch.3, Section 3.02.5)

! Yes nruo x N/A Remarks:

37. Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) ! ves E ¡'lo X ru¡n Remarks:

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. l,
Ch. 7, Section 7.05)

! ves nruo X ru¡n Remarks:

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. I

Ch. 4, Section 4.09)
n Yes n ¡¡o X N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fon¡vard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

Command:

SpecialServices
Division:

lnland
Chapter: 3

rnspecreo Dy:

Lieutenant Oscar Medellin
Date:
Januarv 9. 2009

TYPE OF INSPECTION

! Division Level X Command Level

E Executive Office Level

n
n
n

Corrective Action Plan lncluded

Appeal lncluded

Attachments lncluded

Follow-up Required:

n Yes X tlo

Fonruard to:
lnland Division

Due Date: 1213112008
(,npr

Date:

, \,'\ul

lnsoector's Comments Reqardinq lnnovative Practicêst\ r

None

Command S ns for Statewide lmprovement:

lnspector's F

A total of 10 existing contracts were reviewed and found to be in compliance. The contract manager
was well versed with the contractor's performance requirements and scope of the contract.

CHP 6804 (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTÍUFNT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:

Soecial Services
utvtsron:

lnland
Chapter: 3

lnspected by:

Lieutenant Oscar Medellin
Date:

Januarv 6, 2009

Commander's

ln s Comments:
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STATE OF CALIFORNIA
r¡EPARTÍVIENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

uommand: Division: Chapter:

lnspected by: Date:

I Review/Decision: Íhis shatt be the ontv tevet of
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHEGKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1 of2

Command:
Soecial Services

Division: lnland Number: 805

Evaluated by:
Lt. Oscar Medellin

uate:
January 7,2009

Assisted by: uale:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or defìciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

n Division Level X Command Level

n Executive Office Level I Voluntary Self-lnspection

Leao I nspecrors |'rgnature:

Follow-up
I Yes

Required:
Xruo

l_J Follow-up lnspection )ffiil'lPï* Q-npr "i'\,2\o"1

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
lnterest Statement. Emplovee. form?

I Yes n ¡¡o n ¡r¡n Remarks:

2. Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

E Yes nruo Xrun Remarks:

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

! Yes n ¡lo X ruln Remarks:

4. Are California lntegrated Waste Management Board
Form 74 documents maintained for each vendor
utilized?

n Yes n ¡lo X rr¡ln Remarks:

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

n Yes nruo X ruln Remarks:

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

! Yes nruo Xrun Remarks:

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? ! Yes X trlo nrun Remarks:

B. Does the CHP 317 Cal Card Log fully describe the
purchase? I Yes nruo nrun Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? I Yes nruo n ru¡n Remarks:
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INSPECTION GHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

10. ls the CHP 317 Gal Card Log properly authorized
and maintained? X Yes n rrlo n ruln Remarks:

11. Are credit invoices/receipts for returned items
maintained with the bank statement? X Yes nruo n ¡¡ln Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

X Yes E llo ! ¡¡ln Remarks:

13. Are Cal Cards maintained in a secure area?
X Yes nruo l-l rrlln Remarks:

14. Are Cal Card purchases pre-approved by the
commander? X Yes n ¡lo n ru¡n Remarks:

15. Have all cardholders received training on the
Department's procurement processes? X Yes nNo n ¡¡n Remarks:

16. Are item(s) purchased with the Cal Card prohibited
by departmental policy? X Yes nruo nrun Remarks:
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STATE OF CALIFORNIA
DEPAR;TMENT QF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

uomman0:
Special Services

utvrsron:

lnland
Chapter: 3

lnspected by:

Lieutenant Oscar Medellin
Date:
January 7 ,2009

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

n Corrective Action Plan lncluded

E Appeal lncluded

n Attachments lncluded

TYPE OF INSPECTION

n Division Level X Command Level

n Executive Office Level

Follow-up Required:

! Yes X tlo

Fonruard to:
lnland Division

Due Date: 1213112008

ln r's Comments ardino lnnovative Practices:

None

Command S for Statewide I

lns r's Findi

Among the five Special Services units and clerical staff, there are a total of 11 employees who have
been issued Cal-Cards. Each cardholder maintains and submits a CHP 317, Cal-Card log to
management describing the purpose for each purchase. Bank statements are reconciled with receipts
and the Cal-Card log.
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COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:

Special Services
Division:

lnland
Chapter: 3

lnspected by:

Lieutenant Oscar Medellin
Date:

Januarv 6, 2009

Commander's Res

lnspector's Comments:
Cardholders are fully aware of the program's requirements, its intended purpose, and the impoftance of
safeguarding the security of the Cal-Card.
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Page 3

Command: Division: Chapter:

lnspected by: uate:

eall.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 1 of3
Çommand:

Special Services
utvtston:
lnland

Number: 805

Evaluated by:

Lt. Oscar Medellin
Date:

January 7,2009
Ass¡sted by: uate:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deflcient items need to be re-inspected.

! Division Level X Command Level

n Executive Office Level ! Voluntary Self-lnspection

Leao tnspector s ¡'rgnature:

Follow-up Required:
!Yes Xuo ! Foltow-up lnspection

uomman0eÍ's sroffãtufÞ7

\çfil 2,{,-__ 0+pc
o"i' 

{,¿1."t
For applicable policy, refer to: HPM 1 1.2, Chapter 7

1. Are participants in the procurement process at the
command level familiar with the related policies and
procedures for purchasing?

X Yes n f'¡o n ru¡n Remarks:

2. Have Approvers/reviewers of purchases received
procurement training? X Yes nruo nxn Remarks:

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

. Supplies for personally - owned equipment

. Commodities for personal use

. Confirming order

. Purchases via the internet

! Yes X trlo nrun Remarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

X Yes nNo n ru¡n Remarks:

5. ls all required information entered on the CHP 43,
Purchase Requisition? X Yes !ruo nrun Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

! Yes nNo x N/A Remarks:

7. Are expedited requests for the purchase of goods
fonryarded to the Assistant Commissioner, Staff, for
approval?

E Yes n ¡lo Xrun Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHEGKLIST
Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals? X Yes nruo n N/A Remarks:

L Are the CHP 43, Purchase Requisitions,
competitively bid? I Yes n ¡lo X ruln Remarks:

10. Does the GHP 315, Price Comparison Worksheet,
document at least two price quotations? n Yes n ¡¡o XruN Remarks:

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or modeljustified and in compliance with SAM
3555?

n Yes n ¡lo Xrun Remarks:

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.3?

! Yes ! t'lo x N/A Remarks:

'13. Do Non-Competitìve Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

n Yes nruo X ru¡n Remarks:

14. Are items checked immediately for content and
damage when delivered? I Yes nruo ! ruln Remarks:

15. ls the "received copy" of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

I Yes n f.¡o ! ru¡n Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

X Yes nruo fl N/A Remarks:

17. ls FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

! Yes nruo X ¡l¡n Remarks:

18. ls the original"received copy''retained by the
command for completion and fonruarding to the FMS
when the comolete shipment is received?

X Yes nruo nrun Remarks:

19. Are Damaqed items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

X Yes nruo nrun Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

GOMMAND INSPEGTION PROGRAM
INSPECTION CHEGKLIST
Chapter 3, Command Procurements
Purchases

20. ls Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

! Yes [ruo X ¡¡ln Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

! Yes n f.¡o X ru¡n Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 1 1, Topic 4)

! Yes nruo X ¡¡In Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol ll Ch. 2, Topic 11)

E Yes ENo XNn Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

n Yes XNo nrun Remarks:
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STATE OF CALIFORNIA
DEPARTMEN-T OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPEGTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Special Services
utvtston:

lnland
Chapter: 3

rnspecreo Dy:

Lieutenant Oscar Medellin
Date:
Januarv 7,2009

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Foruard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION

n Division Level X Command Level

n Executive Office Level

n Corrective Act¡on Plan lncluded

n Appeal lncluded

n nttacnments lncluded

Follow-up Required:

nyes X ruo

Forward to:
lnland Division I
Due Date: 12131|2OOB \ 0uur

Date:

l'\?-CI1

lnspector's Comments Reqardinq lnnovative PracticÞs:

None

Command S tions for Statewide lmprovement:

ector's Find

Each of the five individual units within lnland Division Special Services completes their respective
Purchase Requisition (CHP 43) and submits them to the clerical support staff for numbering and
processing. Damaged items delivered by common carrier or quant¡ty discrepancies are acknowledged
with the driver prior to being accepted.
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DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

uomman0:
Special Services

Division:

lnland
Chapter: 3

rnspecteo Þy:

Lieutenant Oscar Medellin
uate:
Januarv 6. 2009

Commander's R

r's Commentsl
lnland Division's clerical support staff oversees the overall procedure of procurement for Special
Services and maintains the integrity by exposing any discrepancies during the purchasing process.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: D¡vision: Chapter:

lnspected by: Date:

RevieMDecision: ïhis shatl be the ontv tevet of

t

Responúfng Commander's Signatu re (for appeal): Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1 of2

Command:

lnland Division
Division:

lnland
Number:

Evaluated by:

Serqeant Ron Seldon
Date:

1-6-09
Assisted by:

Vonna Brouohton
Date:

1-6-09

INSTRUCTIONS: Answer individual items with 'Yes" or "No' answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[l Division Level ! Command Level

I Executive Office Level E Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:
l-l Yes X ruo

ll Follow-up lnspection Date: , /

t/ro /n,
For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
lnterest Statement, Emplovee, form?

X Yes nNo nrun Remarks:

2. Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

X Yes !No nrun Remarks:

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

I Yes ! t'¡o nrun Remarks:

4. Are California lntegrated Waste Management Board
Form74 documents maintained for each vendor
utilized?

I Yes Eruo !vn Remarks:

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

X Yes ! t'lo !run Remarks;

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

I Yes nNo ! u¡n Remarks:

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? ! Yes Xruo nrun Remarks:

8. Does the CHP 317 Cal Card Log fully describe the
purchase? I Yes nNo n ruln Remarks:

9. Are bank statements reconciled with the CHP 317
CalCard Log and the receipts/invoices? fi Yes !No fl N/A Remarks:

CHP 680D (Rev 0948) OPI 010



STA-IE OF CALIFORNIA
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COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 2o12

10. ls the CHP 317 CalCard Log properly authorized
and maintained? X Yes n ¡lo fl N/A Remarks:

1 1. Are credit invoices/receipts for returned items
maintained with the bank statement? X Yes n ¡lo nrun Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

I Yes nruo XruN Remarks: All purchase receipts
are itemized and listed on the
bank statement.

13. Are CalCards maintained in a secure area?
X Yes fl trlo frun Remarks:

14. Are CalCard purchases pre-approved bythe
commander? ! Yes XNo nrun Remarks:

15. Have allcardholders received training on the
Department's procurement processes? X Yes fl t'lo E]'¡n Remarks:

16. Are item(s) purchased with the Cal Card prohibited
by departmental policy? n Yes Xruo Eun Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

lnland Division
Division:

lnland
Chapter:

Three
lnspected by:

Seroeant Ron Seldon
uale:

1-6-09

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of oommand where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

fiPE OF INSPECTION

X Division Level n Command Level

! Executive Office Level

! Corrective Act¡on PIan lncluded

! Appeal lncluded

n nttachments lncluded

Follow-up Required:

nYes XNo

Forward to:

Due Date:

Commander's Sig natu re: Date:

,/o/,

lnsoector's Comments Reoardino lnnovative Practices:

N/A

Command for Statewide

N/A

s Findi

1. All purchases with the Cal Card are itemized on purchase receipts.
2. Many Cal Card purchases were not pre-approved by the Division Commander.
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DEPARTMENT OF CALIFORNIA HIGI{WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:

lnland Division
Division:

lnland
unapter:

Three
lnspected by:

Sqt. Ron Seldon
Date:

1-6-09

Commander's Response:

ln s Comments:

1. Inland Division will obtain approval from the Commander prior to making purchases with the Cal Card.
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DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

uommand:

Jan-,w¡ DlúlSto,J

Division:

I¡tq¿O
Chapter:

3
lnsoected bv:

ß. s¿uoo",, 4 Hlg s
Date: r ,

t/c/"q

RevieWDecision: ffhis shatt bethe onlv level of

Datei / /
t/ø /"7

Resp-onding Commande/s S¡gnature (for appeal): Date: t
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1 o14

uomman0:

lnland Division
D¡vision

lnland
Number:

Evaluated by:

Seroeant Ron Seldon
Date:

1-7-09
Ass¡sted by:
Officer Larry O'Brien, Joette Wilson

Date:

1-7-09

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

X Division Level E Command Level

! Executive Office Level ! Voluntary Self-lnspection

Follow-up Required:
l-l Yes X tlto

! Follow-up lnspection Commander's S¡gnature:

t ---' ,4-'l--
Dete:

t /,, /tn
For applicable policy, refer to: HPM 1 1.1, Chapter 22

1. ls a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

X Yes ! ¡lo nrun Remarks:

2. ls a CHP 78 Contract Request used for one-time
services exceeding $4,999.99? X Yes n ¡¡o fl N/A Remarks: Completed by the

recruitment unit.

3. ls the Office of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract pavable listed on the CHP 78?

I Yes ! l,lo Erun Remarks:

4. ls the performance of contract services monitored
and documented? X Yes ! ¡lo Erun Remarks:

5. Are all copies of correspondence with the vendor
maintained? X Yes nruo !run Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

n Yes XNo fl un Remarks: No formal letters are
retained on file. The fac¡lit¡es sect¡on
is notified of problems by the use of
E-mail.

7. ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

X Yes !No n urn Remarks:

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM I 1.1,
Chapter 22, before forwarding the CHP 78 or CHP
78Ê.?

I Yes !ruo nrun Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

I Yes nruo []run Remarks:

10. ls all work completed and accepted by the
Department before expiration of contract agreement? X Yes nruo ! ruln Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9., review
progress reports and interim products)?

X yes nruo nrun Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes fl l,¡o !run Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes n ¡lo fl N/A Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes nruo nrun Remarks:

15. ls the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

I Yes ! tto EruN Remarks:

16. Are all applicable form sections of the CHP 78
completed? X Yes nruo fl N/A Remarks:

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

X Yes ! ¡lo Erun Remarks:

18. Are allemployees associated with the management
of a contract completing the CHP 78S, Conflict of
lnterest Statement, Employee, form?

X Yes n ¡lo fl N/A Remarks:

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

! Yes X f,lo n ruin Remarks; Messages regarding the
performance of facility related
contractors are sent via e-mail to the
Facilities Section.

20. Are contract amendment request dollar amounts
increased more than 30%? l-l Yes X lr,to l-l lryR Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract amendment request
more than one year? ! Yes nruo Xrun Remarks: lnland Division has not

amended contracts

22. Are amendments requested before the expiration of
the originalcontract? n Yes fl lr¡o Xrun Remarks:

23. ls a service contract on a CHP 78, Contract Request
i n itiated for a ny com mercial meetin g/conference
room rentalwhich is expected to exceed $4,999.99 in
total cost?

X Yes nruo !vn Remarks: Primarily used by the
recruitment unit for question and
answer interviews during hiring
processes.

24. Do conference room rental costs exceeding the $500
per day limit have pre-approvalfrom Assistant
Commissioner, Staff?

I Yes n ¡lo n ruln Remarks:

25. Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) finqerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) JanitorialServices
(5) ConsultingServices

X Yes n ¡¡o Drun Remarks:

26 ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Garpetlnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(8) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(1 1) Laundry/Linen Service
(12) Office Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair
(19)Uninterruptible Power Supply Maintenance and Repair

X Yes nruo !run Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

[] Yes X ¡lo nrun Remarks: Driver's license checks
and fingerprint information is kept on
file with the contract.

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

X Yes fl t¡o n N/A Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three vears after the final payment of
the contract?

X Yes n ¡lo !run Remarks:

30. ls a log sheet maintained for a diary of activities
related to the contract? ! Yes X t¡o n ruin Remarks: A log has been maintained

for the HVAC contract onlv.

31. ls a computer file prepared for all contracts
administered? ! Yes XNo Erun Remarks: Computer files are being

held by the Facilities Section for
facilitv reoair contracts.

32. ls a spreadsheet prepared listing all expenditures?
E Yes Xruo nrun Remarks:

33. ls the notification to the contractor documented for
the start date for services to begin? X Yes nruo nrun Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

I Yes nruo !run Remarks:

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02.1)

! Yes nruo Xrun Remarks:

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3.02.5)

flYes nruo x N/A Remarks:

37. Does Contract work only begin after approval of the
finalcontract? (SCM Vol. 1, Ch.4, Section 4.09) X Yes ! t¡o nNn Remarks:

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. l,
Ch.7, Section 7.05)

X Yes !No Eun Remarks:

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. I

Ch. 4, Section 4.09)
! Yes X tlo n Nln Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

lnland Division
utvtston:

lnland
Chapter:

Three
lnspected by:

Serqeant Ron Seldon
Date:

1-7-09

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fonn¡ard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identifled deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION

X Division Level n Command Level

n Executive Office Level

! Corrective Action Plan lncluded

n Appeallncluded

! Attachments lncluded

Follow-up Required:

nyes X ruo

Fonryard to:

Due Date:

Commander's Signature:

Ør-,
Châpter lnspectiön:

lnspector's Comments Reqardinq lnnovative Practices:

N/A

Command ns for Statewide lm

N/A

lns s Findi

1. lnland Division does not retaín any formal letters regarding substandard performance by vendors.
2. Contractor performance records are not kept on file at lnland Division. These records are only

kept on file at the Facilities Section.
3. Logs outlining a record of services provided by contract vendors are not kept with the exception

of the HVAC contract.
4. No electronic filing system is used for contracts. The hard copies of contracts are held in the

paper filing system.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIiWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

uomman0:

lnland Division
Div¡sion:

lnland
Chapter:

Three
lnspected by:

Seroeant Ron Seldon
uate:

1-7-09

Commander's

ln s Comments:

lnland Division will create a system of describing any problems associated with contract vendors
in a formal letter in addition to utilizing e-mailto make notifications to the commander and
Headquarters.
Contract performance records are to be kept on file along with each contract.
Inland Division will ensure logs outlining a record of services provided by contract vendors are
utilized.
An electronic filing system will be created to track past and current contracts.

1.

2.
3.

4.

CHP 6804 (Rov.0948) OPI 010
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DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

uommand:

trzu¡rr f)lvrSro.J

D¡v¡sion

i;vL¡",¡Þ
Chapter:

?

lnspçcted þy:

(. .S€ei¡,j a1 HZï \
Date:

t / z/'r

I Review/Decision: ffhis shatt be the ontv levet of
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Leacf lnspecto/s SigDaffife: / 
-- ..-.7-- ---)-\-2 Date I /

t /z/o r
Responding Coñmander's Signature (for appeal): Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 1 of2
uommanq:

lnland Division
Div¡s¡on:

lnland
Number:

801
Evaluated by:

Serqeant Ron Seldon
Date:

1-6-09
Assisted by:

Vonna Brouqhton
Date:

1-6-09

INSTRUCTIONS: Answer individual items with 'Yes' or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection' box shall be marked and only deficient items need to be re-inspected.

I YlJts UF INI'PEL; IION

I Division Level ! Command Level

! Executive Offlce Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:
l-l Yes X trto

lJ Follow-up lnspection Date: , t

, /,u /aq
For applicable policy, refer to: HPM 1 1 .1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? n Yes Xruo n N/A Remarks:

2. Does all X Number file documentation contain the
STD.204 Payee Data Record? X Yes fl No ! ru¡n Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approvalfrom the Business
Services Section commander?

X Yes !No !un Remarks:

4. Are X Number requests made prior to the date the
services are performed? X Yes E l,lo nvn Remarks: Approval from AC Fields

Office is obtained for rare after the
fact X-number requests

5. Are X Numbers issued for a one-time use?
Xl Yes l-l ¡lo l-l N/A Remarks:

6. Are prohibited services performed using an X
Number? n Yes x I'lo Enn Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? X Yes nNo nvn Remarks:

8. Are X Numbers issued for telecommunications
related services pre-approved by
Telecommunications Section?

X Yes n ¡lo !run Remarks:

9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000
have prior approval from Facilities Section?

X Yes ! t'lo nrun Remarks:

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissioner?

n Yes XNo ! uln Remarks: Approval is usually granted
by the Facilities Section.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNL\ HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11. Do all X Numbers awarded to a non-small business
vendor contain three price quotations? n Yes X lto [run Remarks: Emergency repairs are

exempt.

12. Do allX Numbers awarded to a small business
vendor contain the small business certification from
the Department of General Services (DGS)?

X Yes !uo nun Remarks: As of 6/18/08, lnland
Division was reinstructed by the
Department's X-number coordinator
Norma Killion.

13. Does the file documentation contain the STD. 21

Drug Free workplace certification for X Number
vendors?

X Yes nruo !vn Remarks:

14. Do emergency service X Numbers document and
justify the emergency? X Yes nNo [ ru¡n Remarks:

15. ls the itemized invoice for each X Number service
maintained in the command's files? X Yes nruo n N/A Remarks:

CHP ô80E (Rev 0948) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Inland Division
Division:

lnland
Chapter:

Three
lnspected by:

Serqeant Ron Seldon
Date:

1-6-09

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fon¡lard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION

[l Division Level ! Command Level

n Executive Otfice Level

n Corrective Action Plan lncluded

n Appeal lncluded

n Attachments lncluded

Follow-up Required:

!Yes Xruo

Commander's Signature:

s Comments Reoardi lnnovative Practices:

N/A

Command S stions for Statewide

N/A

lns s Findinqs:

1. lt was determined that the approval granted for repairs conducted after contract exp¡ration dates
were obtained from the appropriate Facilities Section coordinator assigned to Inland Division.

2. Prior to June 18th, 2008, small business certification forms were not obtained from certified small
businesses. lnland Division was rem¡nded to collect these certification forms on all transactions
involving certified small businesses by the Department X- number coordinator, Norma Killion of the
Busíness Services Section.

CHP 6804 (Rov 09-08) OPI 010



STAÏE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:

lnland Division
Division:

lnland
Chapter:

Three
lnspected by:

Serqeant Ron Seldon
Date:

1-6-09

Commander's SE:

r's Comments:

1. lnland Division will ensure all X-number services awarded to small businesses will complete a small
business certification form to be kept on fìle.

Required Action

Corrective Action Plan/Timeline

CHP 6804 (Rev 0948) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

uomman0:

J,¿i¿¿D )Tlvf5lút

Division:

f.¿t-a^ti)

unapter
3

lnspected by:

ß- se.or, # l\ßs
oî'"1 l,

I Review/Decision: ffhis shalt be the onlv level of

CHP 6804 (Rev 0948) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

GOMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Lead I nspector' 
" 

Sign"tu Date: / /
¡ /t /"y

Responding Commandeì's'Signature (for ap-peal): Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 1 of 3

Commend:

lnland Division
Division:

lnland
Number:

Evaluated by:

Serqeant Ron Seldon
Date:

1-7-09
Assisted by:

Joette Wilson
Date:

1-7-09

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies andlor deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

I Division Level n Command Level

! Executive Office Level n Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:
! Yes X tlo n Follow-up lnspection

Date: /

t/r r /¿q
For applicable policy, refer to: HPM 1 1.2, Chapler 7

1. Are participants in the procurement process at the
command levelfamiliar with the related policies and
procedures for purchasing?

I Yes n ¡¡o n ru¡n Remarks:

2. Have Approvers/reviewers of purchases received
procurement training? X Yes ENo nvn Remarks:

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

. Supplies for personally - owned equipment

. Commodities for personal use

. Confirming order

. Purchases via the internet

! Yes Xruo ! N/A Remarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

fi Yes ! l,lo nrun Remarks:

5. ls all required information entered on the CHP 43,
Purchase Requisition? X Yes n r,lo nvn Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

I Yes n ¡lo fl N/A Remarks:

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

X Yes !ruo nrun Remarks:

cHP ô80C (Rev 0948) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND ¡NSPECT¡ON PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals? X Yes !No ! N/A Remarks:

9. Are the CHP 43, Purchase Requisitions,
competitively bid? X Yes !No t] N/A Remarks:

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations? X Yes ! tlo nrun Remarks:

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or modeljustifled and in compliance with SAM
3555?

X Yes nuo fl N/A Remarks:

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.3?

[l Yes E ¡lo fl N/A Remarks:

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

X Yes nNo !run Remarks:

14. Are items checked immediately for content and
damage when delivered? I Yes DNo ! u¡n Remarks:

15. ls the "received copy" of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes nNo nvn Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

X Yes E t¡o fl N/A Remarks:

17. ls FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X Yes !No !nn Remarks:

18. ls the original"received copy" retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes fl t¡o ! N/A Remarks:

19. Are Damaqed items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

! Yes XNo !nm Remarks: Damaged items
are not accepted.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. ls Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

n Yes nruo x N/A Remarks:
This has not been done at lnland
Division.

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes n ¡lo !run Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 11, Topic 4)

X Yes nruo nrun Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol ll Ch. 2, Topic 11)

X Yes nruo !run Remarks: Justifications are attached
to the purchase order.

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

! Yes X l,¡o !run Remarks:

CHP 680C (Rev. 09oB) OPI 010
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DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

lnland Division
D¡vis¡on

lnland
unapter:

Three
lnspected by:

Seroeant Ron Seldon
Date:

1-7-09

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fon¡vard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

ryPE OF INSPECTION

X Division Level n Command Level

n Executive Office Level

n Corrective Action Plan lncluded

! Appeal lncluded

n nttachments lncluded

Follow-up Required:

n Yes X tlo

Fonivard to:

Due Date:

Chapter lnspéction:

lnsoector's Comments Reqardino lnnovative Practices:

N/A

Command estions for Statewide lmorovement:

N/A

ln 's

1. There is no separate file kept which include records regarding decision mak¡ng processes on
purchases. All notes regarding purchases are documented on the CHP 43 Purchase Requisition forms.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:

lnland Division
Division:

lnland
Chapter:

Three
lnspectecl by:

Serqeant Ron Seldon
Date:

1-7-09

Commander's R

s Comments:

N/A

ired Action

Corrective Action Plan/Timeline
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COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

l¡¡t-A^/D l)rt/rS ro d
Division:

1,"¿'eA,¿¡)

Chapter:

3
lnsoected bv:

Ê ss,.'.,o.^, ù l'l7bs
Date:

i /z/"s

I Review/Decision: ffhis shatt be the onlv level of

Date: t t

t/ r/" v
Respbrfd ing Commander's Sig nature (for appeal): Date:
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